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Below are the instructions for an Employee to approve their Payroll if Employee Approval is selected for a company. A

Manager may approve Payroll, even if an Employee has not, so that Payroll is not held up due to Employee inaction.

Email Notice to Approve
The Employee will receive an email notification alerting them to review the Pay Period. When the click on the hyperlink

of the Payroll start and end dates it will take them to the Pay Period that needs approved.

View My History - Header



Employee Approval may be done by clicking on View My History on the Home page.

The header will show if the currently selected Pay Period has been approved.

Click on Approve Payroll, If the Approve Payroll button will show when the Pay Period is complete.

A dialog box will appear asking you to confirm final approval for the Pay Period and send Your Manager  an email

advising that you have give final approval.


