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To access the PrismHR Manager Self-Service (MSS) Portal:

Click on PrismHR Payroll Software under Quick Links for Single Sign On Access to PrismHR.
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If you are set up for email notifications, you will receive an email when payroll is ready for approval.
The email will look like this:



https://tools.helpside.com/

0
" E LPSI DE HOW TO APPROVE PAYROLL

Payroll Approval needed (Demo Client)

o - =y Reply 5 Reply A ¢ Foraaed (L]
noreplyd® prismhr.com

Payrodl 20218, dated 07-02-2021 for Dema Client (000100 is ready for your approval. hitps://apl.prismihr.com/apl?
a=apdc=0001 008 bley=568Y 0uilL GerdhOI 20253

Dems Client Invoice 2021

GROSS WAGES 3, 600.00

20

21.60

1346.80

FAYMENTS -2,938.82

AT Eabate =1647.57 W43

-674.48 E42849 CRAMDALL ZE
) Client Match Rebate 24.00
Client Rebate -24.00

Step 1: Type in Payroll Approval in the search bar.

Step 2: Select Payroll Approval from the list.

MY PAYROLLS 2 % ma 0

Application Suggestions

Payroll Approva e @

Step 3: Select desired Report(s) in the View Report/Analytic to view an audit the payroll information.

Step 4: Check the Approve or Deny box. If you select Deny, type what changes need to be made in the
Comments section.

Step 5: Click Submit



0
" E LPSI DE HOW TO APPROVE PAYROLL

Payroll Appdoval

Wiew Report/&nalytic

o ey Errglavis Chiek T gt
BIS SRV Check
CRANDALL SKWLER ] Check
Py Diate 07/03F 3021 CRON CHRIS JOHN Chesk
Payradl Tygsd Har

Desonphion

Payrodl Status

Pury Groug Penod St Penod End

Comments

Ousr s b, Alejandine Garcis didn't pull ints

Step 6: If you selected Approve, a pop-up screen will confirm that you want to approve the payroll. Click

Yes.

HELPSIDE
If you denied the payroll, you will receive another email @ Are you sure you want to approve this payroll?
once payroll is once again ready for approval. e




