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Here are the steps which you can follow to merge both of your Paylocity
accounts:

1. Loginto your Paylocity account.
2. Hover over the “User Access” tab found on the top menu and select “Preferences” from the

drop-down menu.
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3. Selectthe “Edit Linked Accounts” button
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4. Select “Add Linked Account”

Linked Accounts

@ The add linked account button will allow you to link another account to this user. All accounts linked will share the same multi-factor authentication preferences.
If you want to disconnect a linked account, click the disconnect button. Note, if you want to disconnect the account you are currently logged in as, you have to login to a

connected account and disconnect the account from there.
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5. Enter the Company ID and Username for the account you are trying to add/link

Link Account

Company ID

Enter the company ID to link to.

Username

Enter the username to link to.

6. The login page will appear and ask for your password for the account you are linking. Enter
your password and hit login.

Once you have successfully linked your accounts, you will need to log out and back in again for
your changes to take effect.

1. After logging out and back in, select the ellipsis menu in the upper-left corner.
I

2. Select the pencilicon next to your name.
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Now you will see a list of all the accounts you have linked and can toggle between them as needed.



