EMPLOYEE PORTAL – EMPLOYEES
If you are an employee and have any questions about your paychecks, W‐2s, or using the employee portal, please contact
your employer. Patriot Support staff cannot answer your questions via chat, email, or phone. We can only speak with
authorized company contacts.

Q. How do I know my username and password?
A. Your employer may send you an email invitation to sign up to use the employee portal. You will
create your own username and password to access the portal. If you have not received an
invitation, please contact your employer.
Q: What do I do if I forgot my username?
A: On the employee portal login page: www.payrolltime.com Click “Forget Username?” Enter the
email address on your record, and your username reminder will be emailed to you. If you don’t
remember your email address or need to change it, please contact your employer. Your employer
can change your email address to recover your username, if needed.
Q. What do I do if I forget my password?
A. On the employee portal login page: www.payrolltime.com Click “Forget Password?” Enter your
username and email address on your record. Steps to reset your password will be emailed to
you. Due to security reasons, your employer will not be able to look up or reset your password for
you. Your employer can add or fix your email address, if you’re having issues receiving the reset
email. If you don’t receive an email, please check with your employer to see what email address is
used for your portal.
Q. How do I change my password?
A. If you know your password and want to change it, log in and click “Manage Login Info” on the
Home page, and click the “Change Password” tab. Enter your current password and your new
password, and click Save.
Q. Can I change my username?
A. If you need to change your username, log in and click “Manage Login Info” on the Home page,
and click the “Change Username” tab. Enter your new username and click Save. You will be
automatically logged out and you must log in with your new username. If a username has already
been used, you will see a message to choose another username.

VIEWING MY PAYCHECKS: FAQS
Q. How soon can I view my paycheck?
A. Your paycheck details will be available for viewing as soon as your employer finishes running the
payroll.
Q. Am I able to view more than one paycheck at a time?
A. Yes. From the main page, click the “Paychecks” link. The date range will automatically display
the most recent check date. To change the date range, enter the start and end paycheck dates,

and click “Run Report.” The page will display all checks within that date range. The totals for all
checks listed will be at the bottom of the page.
Q. How far back can I view my paychecks?
A. You can view all of your paychecks from the date your employer started using Patriot
Software for payroll, or your first paycheck with your employer, whichever is later.
Q. How do I view my Year-To-Date earnings and deductions?
A. From the main page, click the “Paychecks” link. Enter your first pay date of the year (or
January 1 of the year) in the starting date and the most current pay date for the end date. Then
click “Run Report.” Your totals will appear at the bottom of the page.
Q. How do I print my pay stub?
A. For each paycheck detail that is displayed, click the “View/Print Stub” link in the bottom
center of the check detail. A new “printer-friendly” window will appear with the check detail. You
can print your stub from this new page. Close this new web page when you are finished printing.
You can print one check stub at a time.
Q: What’s the difference between the “Paychecks” page and the “Payroll History” report?
A: The “Paychecks” page shows you actual paychecks processed by your employer. The “Payroll
History” report includes your paychecks, but also includes any prior year-to-date payroll history
added by your employer, and any taxable wage adjustments that did not result in a paycheck. In
most cases, you will see similar results on both pages.

MANAGING MY DIRECT DEPOSIT: FAQS
Q. How does direct deposit work?
A. If your employer offers direct deposit, your pay can be deposited directly into your bank account
from your employer on pay day. You have the option to split your paycheck into several different
accounts that you designate. Instead of receiving a paper paycheck, you can view your check stub
with all of the payment details. Click the “View Paychecks” link to view your paycheck details.
Q. How do I change my direct deposit account info?
A. From the main page, click “Direct Deposit.” If your employer has already entered your direct
deposit information, you will already see your bank account information listed. You can either add
additional bank accounts or edit your existing bank accounts.
Q. If I add or make a change to my direct deposit information, how soon will this go into effect?
A. The change is made immediately and is normally included in the next payroll that your employer
runs. Check with your employer to confirm when your changes will be effective.
Q: I don’t see a place to add direct deposit information at all. Why not?
A: Your employer needs to be fully set up with direct deposit before you will have the ability to
add direct deposit information. If you’re not seeing an option to add direct deposit information,
this may be the reason. Contact your employer to learn where they are in the direct deposit
application process, or if they will be using direct deposit at all.

To add a new account:
Click the “Add New Account” button. A set of blank fields will appear. Here is a description of
the fields:


Account Nickname: Enter an optional nickname for this bank account.



ABA Routing Number: This is the 9-digit number that identifies your bank. You’ll enter this
twice.



Account Number: This is your bank account number. You’ll enter this twice. If you are using
a pay card or debit card, enter the actual bank checking/savings account number associated
with the pay card or debit card, not the pay card or debit card number.



Account Type: Select either Checking or Savings.



Deposit Entire Net Pay? If this your first account and you want to deposit your entire net
pay into this account, choose “Yes.” If you will be depositing into more than one bank
account, choose “No.”



Direct Deposit Type: If you have chosen “No” above, the employee may designate either a
flat dollar amount or a percentage of their net pay to go into another account. Select
the Direct Deposit Type, either a fixed amount or percentage.



Amount: Enter either the flat dollar or percent amount.

To edit or inactivate an existing account:
Click the “Edit” icon in the row of the account. Make any changes and click “Save.” If you need to
change your ABA routing number, bank account number, or account type, you will need to delete
the account and add a new one. When you inactivate an account, no money will be deposited into
that account, but the information will be saved.

To delete an existing account:
Click the trashcan icon in that row. Click OK to confirm that you want to delete this account. You
can add it back later if you wish.

EDITING MY PERSONAL INFORMATION
You can view and make changes to certain personal information in your employee portal. From the
main page, click “Personal Info.”


Click Edit.



On the Edit Personal Information screen, you can change your address, phone, email, and
birth date.



Your employer may be required to track your race for equal opportunity employment
reporting purposes. If so, you can select your race. For a more detailed description of the
choices, see this sample self-identification form.



Your employer may be required to track your veteran status for reporting purposes. If so,
you can select your veteran status. If you are not a protected veteran or not a veteran at
all, choose “Not a Protected Veteran.” See this infographic “Am I a Protected Veteran?” for
guidance.



Click Save.

Note: To change your name or Social Security Number, you will need to notify your employer to
make the change for you.

Position Info
If your employer tracks information about your job, you will see your hire date, job title, and
position type (full time, part time, seasonal, etc.). This information is not editable. If something
needs to be changed, you will need to notify your employer to make the change for you.

Emergency Contacts
If your employer offers emergency contact tracking, you can add or edit emergency contacts.


To add an emergency contact: Click Add New Contact. Fill in the emergency contact fields
and click Save.



To edit an emergency contact: Click Edit in that row. Make any changes and click Save.



To delete an emergency contact: Click Delete in that row. Click OK to confirm you want to
delete this emergency contact.

EDITING MY FEDERAL TAX
WITHHOLDING
You can view and make changes to your federal tax withholding in your employee portal.
From the main page, click “Federal Tax.” You can view your federal tax settings and history of
previous W-4 updates. When you edit your tax settings, you will be completing an electronic
version of the paper W-4 form.

To Edit Your Federal Tax Withholding
1. Click the Edit link. You can view the full Form W-4 certificate, which includes instructions and
worksheets. You will see the following fields:

Filing Status: This is your federal filing status as listed in Step 1(c) of the W-4 form.
Multiple Jobs or Spouse Works: If you hold more than one job at a time or are married filing
jointly and your spouse works, check this box. Be sure to refer to Step 2 of the W-4 form for full
instructions.
Claim Dependents: Depending on how many dependents you have, enter the total amount from
Step 3 of Form W-4.
Other Income: If you want tax withheld for other income you expect this year that won’t have
withholding, enter the amount of other income from Step 4(a) of Form W-4.
Deductions: If you expect to claim deductions other than the standard deduction and want to
reduce your withholding, enter the number of deductions from Step 4(b) of the W-4.
Extra Withholding: Enter any additional tax you want to withhold each pay period.
Exempt from Federal Tax: Most people are not exempt from federal tax. Only check this box if
both of these apply:


You had no income tax liability last year.



This year you expect to have no tax liability.

For more information, including a chart to help you decide whether you are exempt from federal
tax, see IRS Publication 505.
2. Click Save. By clicking Save, you are electronically signing your W-4 form.


When you save changes to the W-4, your employer will receive an automatic email
notification that you have made changes.



These changes will automatically update the payroll system. They will be in effect the next
time your employer runs a payroll.

Tips on Determining Filing Status
Form W-4 Deadline for Exemptions
*At this time, you cannot change local or state income taxes in your portal. Please contact your
employer with any updates.

VIEWING MY PAYROLL HISTORY REPORT
The Payroll History report in your employee portal shows a summary of your pay since the
beginning of the calendar year. The difference between this report and the “Paychecks” page is
this report shows all payroll activity, including paychecks, payroll edits, and prior payroll history
that may have been paid outside of the system.

1. Under Reports, Click Payroll History.
2. By default, the date range at the top shows January 1 through December 31 of the current year.
You can change the “From” and “To” date fields.
3. In the “Grouped By” list, select Check, Pay Date, or Totals.


Selecting Check will display detail for each paycheck.



Selecting Pay Date will display detail for each pay date and will combine any multiple
paychecks received for a pay date.



Selecting Totals will display the total amounts for the date range.

4. Click Run Report.
You can print a PDF version of this report. Click the “Print Report” link under the date fields. A
PDF document will download, and you can open or save to your computer.

VIEWING MY ELECTRONIC W-2
Your employer has offered to provide your W-2 electronically in your employee portal as part of
payroll service, you can give consent to receive your W-2 in your employee portal instead of
receiving a paper copy if you so choose.


In the left menu, click “W-2 Forms”



Under the Delivery Method, choose the first option to consent to receive your W-2
electronically instead of a paper Form W-2. Click the consent link to read the full consent
notice.




If you wish to receive a paper copy, select the second option.




Note: Electronic W-2 Forms will be available no later than January 15th.
Note: Paper W-2 Forms will be mailed by January 31st.

If you have a valid email address in your Personal Info page, you will receive an automatic email
confirmation that your selection has been recorded. You will also receive an email notification
when your employer has posted your W-2 and is ready for you to view.

When Your Electronic W-2 Is Ready to View
When your W-2 is ready to view, under the “Download W-2s” section, click the appropriate year. A
four-page PDF document will download. The PDF consists of the following:


Copy B: To be filed with your federal tax return



Copy C: For your records



Copy 2: To be filed with your state, city, or local income tax return



IRS Instructions

Your electronic W-2 will be available for the duration of your employee portal access, beginning
with 2016. If you have any questions about the content of your Form W-2, please contact your
employer.
If you do not see your electronic W-2 in your portal, please contact your employer, as your
employer will upload your W-2 to your portal. Please do not contact Patriot Software directly, as
we will redirect you to contact your employer.

