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Payroll

Visit Activity 
Rates

Payroll 

Admin/Lists/Users/Edit/Pay Rates

Admin/Lists/Users/Edit/Pay 
Rates/New Rate

This profile will 
contain all the 
user s default rates.

This page will display a 
summarized/detailed 
view of paid/unpaid 

activity depending on 
filters that are applied.

User Profile

These rates will be set up inside 
a user s profile, for visit activity 

that is performed. Option to 
Copy Existing Rates from 

another employee.

Edit Payroll

Finalize 
Payroll

Mark as 
Paid

Employees/Payroll 

The actual date/time, rate, 
mileage and surcharge become 

editable. Enter to select 
different days and times for 
tasks. When done editing, 

select the Save button.

Once finalized, the task updates 
with a green F next to the 
checkbox meaning the task 
details and rate have been 
locked. 

Select the Mark as Paid button 
after finalized, the task then updates 
with a green P next to the checkbox 
meaning the task has been paid.

NOTE: Tasks marked as 
finalized may be unfinalized 

if edits are found.

NOTE: Tasks marked as 
Paid are locked and 
cannot be altered.



Help Center

Help/Help Center

This center will provide 
step-by-step instructions 
on areas of the software, 
as well as instructional 

videos.

Help Center


	v3-Home Care-Payroll-Flow Chart.vsdx
	Title
	Payroll
	Help


