
ADDING PRIEST TO PAYROLL 

 

1. Select Add New Employee to open a New Hire Template 

 

 

2. Complete information required especially all shaded areas.  Make sure the DOB and social 

security numbers are valid.  Note: Although Address is not required, it is important for W-2 

deliveries.  

 

 

 

 

 

 



 

3. Pay Frequency should be monthly for all Religious payroll (priests, orders, etc.).   

4. Department 10 for Clergy and Religious must be selected.   

 
 

5. Taxes: Complete the Federal taxes section based on the information indicated on the w-4.   If 

the Priest is exempt from any taxes, PLEASE make sure to make those updates under the employee’s 

payroll setup>taxes.    

 

IMPORTANT: After the new hire receives their first pay check, their tax exemptions cannot be changed on 

your end. If this is the case, please contact Paylocity and their tax team will make the necessary changes.  



6. Click  once you have completed the New Hire template. The button is 

located on the top-right part of the page.  

**If priests receive a monthly Mass stipend for same amount each month, you may add this during your 

payroll process or can add a permanent earning code.  If you add an earning code, the amount will be added 

automatically for each payroll.  

7. To add an earning code, click on the Payroll Setup tab/Earnings/Add. Select Earning Code 

(SUPP or REG2).  Make sure frequency (All) is applied and SAVE.  

 

 
 

8. VERY USEFUL FUNCTION: You can use the Payroll Check Calculator to review your set up 

for that New Hire prior to the first payroll.   Click on  Payroll/ Check Calculator  

 



 

 

 

 

 



The preview/Summary will give you a first look at what the employee’s check will display and what 

their net pay will be based on the information entered. Since it is on test mode, you do not need to 

save.  

 

 

 


