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Payroll Export Center

Non-Visit 
Activity 
Rates

Visit Activity 
Rates

Assign Non-
Visit

Activity

Payroll 
Export 
Center¹ 

Admin/Lists/Users/Edit/Visit 
Activity Pay Rates

Admin/Lists/Users/Edit/Visit 
Activity Pay Rates/ New 

Visit Pay Rate

Admin/Non-Visit Activity Manager/
Assign Non-Visit Activity

Admin/Payroll Export Center

This profile will 
contain all the 
user s default rates.

These rates will be set up 
inside the user s profile 
for activities that are not 

performed.

Non-Visit Activities 
performed by users must 

be assigned to a user. 
The Non-Visit Rates will 
then attach to the non-

visit activity.

Displays a summarized/
detailed view of paid/

unpaid activity depending 
on filters that are applied.

User Profile

These rates will be set 
up inside a users 

profile for visit activity 
that is performed.

Admin/Lists/Users/Visit Activity Pay 
Rates/New Visit Pay Rate

Select Edit
Select 
Save

Make edits to Visit 
Time, Travel Time, 
Associated Mileage 
and Surcharge 
Amount.

Export

Vendor 
Payroll 
Export

Export the 
Details

Export 
Generated

Summary overview 
excel file.

Creates excel file 
with up to 25 

columns of data.

Generates a .csv file 
for vendor to 

process payroll.

¹ Select + More Filters to see additional filters. 
Additional Columns menu enables users to 
generate (multi-select) more robust payroll data.

Approve

Filter for Pending Approval tab. 
Select checkboxes to the left of 
entries and select the Approve 

button. If not exported, items 
can be unapproved from the 

Pending Export tab.



Reports

Report Center
Reports/Report Center

Select the 
Report

Generate 
the Report

Enter the 
Criteria

Request 
the Report

Generated Reports
Reports/Completed Reports 

Select the 
Report

Some reports do not 
display right away. 
They must be 
generated.



Help Center Process

Help/Help Center

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

videos.

Help Center
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