
Create Your Payroll Report

Title Report and Find Approved Hours3

Click Create Payroll2

Approve Hours1
Only approved hours will appear on your payroll report.

Only Administrators or Managers with payroll access can create your payroll report.

Check and Complete4
The list of approved hours will sort by the largest time shifts at the top. 

This is so you can catch any mistakes before you complete the payroll.

Enter the date you want to title this report. You will search for this report by the date you enter 

here. Then click the Find approve hours button.

Click the Find approved hours button.2

This date will be the title for this payroll report. 1

If you see an entry that looks wrong 
STOP and correct it from the Approve 
Hours screen before completing the 
payroll.

You cannot correct mistakes after the 
payroll report has been completed.

1 ?

Scroll to the bottom of the list.
Check the Total Hours on the left to 
see if you think this is correct.

Click Complete.
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Create Your Payroll Report

Go to Reports5

Select payroll report you want.

Select the Payroll date you want.1 Click Go.2Use the �lters to for more 

speci�c information.

PRINT - To print this report Export it as a PDF.

CSV - To create a spreadsheet for this report click 

the Export to CSV button.


