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1 Open Payroll and start a new run
Access the payroll workspace and begin the creation flow.
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Open the Payroll module

1. Select Payroll from the main 
navigation menu.

2. Review the Payroll Runs dashboard 
if needed.

3. Click Create Payroll Run in the 
upper-right corner.
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2 Select the employees to include
Build the scope of the payroll run before configuring payment rules.

2 / 5

Choose employees

1. Select the company or employee 
scope.

2. Search or filter the employee list if 
necessary.

3. Select one or more employees, or 
use Select All.

4. Confirm the selected count and 
estimated payroll, then click Next.
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3 Choose how payroll will be calculated
Use configured salaries or approved timesheets for the selected employees.
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Configure payroll

Select the payroll source:

• Fixed Salary Payroll — uses 
configured salaries and period rules.

• Approved Timesheets Payroll — 
calculates pay from locked, approved 
timesheets.

Review the payroll period and click 
Next.
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4 Review the payroll before creating it
Verify the employees and estimated amounts before confirming the run.
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Confirm the details

1. Review the number of employees 
and payroll period.

2. Verify each employee’s gross pay, 
other income, and estimated net pay.

3. If corrections are required, click 
Back.

4. When everything is correct, click 
Create Payroll Run.
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5 Pay the payroll or export its records
New payroll records remain unpaid until the corresponding action is completed.
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Manage the payroll run

After creation, open the applicable 
payroll period.

From this screen you can:

• Review individual payroll records.
• Use the available actions to 
manage or mark them as paid.
• Click Export CSV to download 
payroll information.

Always verify the status after 
completing a payment action.
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