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EXPENSES INCENTIVES

Pending Expenses/incentives: 0 . 4

1. Payroll Manager

@ - Select the Payroll Manager on your left menu

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

2 ° Payroll . ' Kelly Gregg ] L] L] 0 ] L] 0 ] 0 0 0
° H H H Payroll Manager
View all pending payrolls awaiting approval
@ - Select anindividual technologist or click Select All R T
4 < C(Click Approve once you have reviewed their information 7
® - Expenses -
* Displays all pending expense requests “
* View details: technologist name, category, reason, cost,
and date. 6 Griffin Park Travel-related $50.00 10/8/2024 Pending
6 ° Select the expense Payru" Manager Jonathan Alter Gas testt $15.00 10/14/2024 Approved
7 « Click Approve or Decline after review : e e
® - Incentives s s e
* Displays all pending incentive requests -Om
* View details: technologist name, category, reason, cost, — .
and date.
‘ ¢ SeIeCt the incentive . Griffin Park Shift Incentive Testing $100.00 10/16/2024 Pending
o ¢ CIiCk Approve or DECIine after reVieW. Jonathan Alter Walk Through Asdf $12.00 10/21/2024 Approved
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2. Payroll Manager (Overtime)

. . . . . Leah Cli
* If one of your providers has entered in their timestamps as going over S
. N . Employee Payroll
their original scheduled hours, you as the Admin must make any
" " " " . . w.16 Apr 2025 w.17 Apr 2025
adjustments necessary to their schedule — this is required in order to Markets e T e e e e e e e e
make their payroll correct e D
Austin
@ - selectthe employee’s name that needs to be updated
2 -+ Select the specific event that they went overtime on
@ - Within the Edit Event popup change the activity type to Edit Event X
Worked Beyond Shift .
vent Type:
Provider:
Roshal | Texas West | Austin 4/14/2025 - 4/28/2025 Deiticated Excitise: m
On-Call gtra Hours
Pending Expenses/Incentives: 1 i 4”. @
()
S S T - Prol H On-Call Extra H H H (¢] H T T Ove oT @
Afshin Afrahi 0 0 0 0 0 0 0 0 0 Employee Traveling:
Activity Type:
Sohel Akhter 145 {{} 0 80 0 0 65 0 0 - .
End:
Jennifer Brookshire 0 0 0 0 0 0 0 0 0
. Leah Cline 1205 0 0 80 0 0 405 0 ) @ m
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