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Shifted Admin Payroll

1. Payroll Manager

• Select the Payroll Manager on your left menu

• There are 3 tabs at the top of your screen:

• Payroll

• View all pending payrolls awaiting approval

• Select an individual technologist or click Select All

• Click Approve once you have reviewed their information

• Expenses

• Displays all pending expense requests

• View details: technologist name, category, reason, cost, 
and date.

• Select the expense

• Click Approve or Decline after review.

• Incentives

• Displays all pending incentive requests

• View details: technologist name, category, reason, cost, 
and date.

• Select the incentive

• Click Approve or Decline after review.
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Shifted Admin Payroll

2. Payroll Manager (Overtime)

• If one of your providers has entered in their timestamps as going over 
their original scheduled hours, you as the Admin must make any 
adjustments necessary to their schedule – this is required in order to 
make their payroll correct

• Select the employee’s name that needs to be updated

• Select the specific event that they went overtime on

• Within the Edit Event popup change the activity type to 
Worked Beyond Shift
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