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Payroll Process

Pending 
Approval 

People/Payroll Center/Pending Approval 

Select 
Approved 
Selected

Filter by

Approved/
Pending 
Export

Shows visits and non-
patient activity tasks that 
need to be approved.

Select 
Checkboxes

Select 
Export 

These buttons will differ 
depending on the 
organization s vendor. 
Options include General 
Payroll Export, Lawson 
Payroll Export or Multiple 
Providers Payroll Export.

Provider, service line, date 
range, whether to include 
late tasks, branch and 
employee name. Select 
More Filters to expand the 
filter options.

Select 
Checkboxes

Select the box(es) next to 
the task.

Exported/
Paid

Check the box(es) next 
to the visits/tasks to be 
exported.

Users can also export 
visits and non-patient 

activities from the All tab 
.

Exported visits/tasks move to 
this tab as well as the All tab. 
Visits/tasks will have an updated 
status of paid, the export/paid 
date and a batch ID.

People/Payroll Center/Approved Pending Export

Select 
Export 

For confirmation to finish 
the export process*.

People/Payroll Center/Exported Paid

*When exported, a batch ID and export date will automatically be assigned and 
the system will generate a payroll export CSV file that the user can save and edit.



Help Center Process

Help/Help Center

This center will provide 
step-by-step instruction 

on areas of the software, 
as well as instructional 

videos.

Help Center
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