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Entering Payments Via MyHR  

Employee View 

 

 

To Add a Payment (page 1) 

To Edit a Payment (page 3) 

To Delete a Payment (page 5) 

Payment Progress (page 7) 

 

 

 

Deadlines:  

Please refer to the deadlines page under Time & Attendance, or check the MyHR website for 

the most up to date deadlines.  

https://www.xentrall.org.uk/media/1050/payment-deadlines-2022-2023.pdf 

 

  

https://www.xentrall.org.uk/media/1050/payment-deadlines-2022-2023.pdf
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To Add a Payment 

Click My Time & Attendance 

 

 

Scroll to the bottom of the page 

Click Request New on the Payments line 
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Select the appropriate Payment from the Category list 

Complete the Comments, Date and Total Time. 

  

 

If your overtime relates to a project with a specific budget, you can enter a new cost code here. 

Otherwise, your default cost code will be used (where your salary is paid from)  

 

  

 

Click SUBMIT when complete.  

Request will be sent to your manager for authorisation  

You will be notified by email when your request has been authorised/rejected by your manager.  
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To Edit a Payment 

 

Click My Time & Attendance 

 

 

Scroll to the bottom of the page 

Click Open PAYATH History on the Payments line 
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Scroll to the bottom of the page  

Click Edit against the required Payment entry  

 

 

This will open the Payment Entry screen 

Update as required 

 

 

Click Submit 

This will be sent to your manager for authorisation  

 

 

 

 



 
 

5 
 

This document was classified as: OFFICIAL 

To Delete a Payment 

 

Click My Time & Attendance 

 

 

Scroll to the bottom of the page 

Click Open PAYATH History on the Payments line 
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Scroll to the bottom of the page  

Click Delete against the required Payment entry  

 

 

This will open the Payment details 

 

 

Click Submit 

This will be sent to your manager for authorisation  
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Payments Progress 

 

You can keep track of your requests using Forms History  

 

 

The main page will show an overview of what stage each request is at  

 

Click the V to expand the line and view more detail 
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Any requests set at Submitted, can be withdrawn.  

Click the Description link  

 

 

This will open a view only version of your request 

Click withdraw to delete the request  

 

 

 

For help and support using MyHR, please contact the System Support Team on – 
Email: myhr@xentrall.org.uk / Tel: 01642 524567 

 

mailto:myhr@xentrall.org.uk

