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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)

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/1062/payment-deadlines-2023-2024.pdf



https://www.xentrall.org.uk/media/1062/payment-deadlines-2023-2024.pdf
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*Click My Delegations
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To Add a Payment
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My Pay

View All Pay Documents
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28 Feb 31Jan

*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.

& 2o
=~ Engagement & System Support Off (POS011639

Category ; wet

Comments |

Date * ] 8

Tetnl Tieme * ] |

2 Mrerdance wil be cxicuinted sutem et sl hase swrs poley [rter only the sots

*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)

Type Payments [Authorised)

Categary | CT 24 Hour Standby I
I:ummtntlﬂ | |
Date ™ E l

s dacima

Ak mim 5 a
Total Time * El |:
0uoo

Do you want o charge to a N
diffarant cost contra? O o

*Click SUBMIT when complete.

Request will be sent to the nominated person for authorisation
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To Edit a Payment
*Click My Delegations
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*Scroll to the bottom of the page

*Click Open PAYATH History on the Payments line

; Absence f Attendance
4. = Samantha
_" Customer Engagement &
System Support Off Type Description Bction
Dashbeard CASSCK Casual Sichress
(.
My Py INDIN) rechusstrial Injusry
Kby Dietails L
INFDIS nfectious disesse
My Time & Atendance ”
PAYATH Payment Tl
S8PLY SBC Paid Leave
Kty Qualifications SBUPLY SBC Unpaid Leave
My Delegatian
SICK Skckmess
My Authorisations
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*Click Edit against the required Payment entry

% Ramansha

P plaryes T ek v i einn

*This will open the Payment Entry screen

*Update as required
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*Click Submit
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Edit Enter Payments of Hours Worked -
Samantha Hind (0277929) - Customer
Engagement & System Support Off (POS011639)

The Time Management module enables employees, and managers on behalf of employees, to view and record absence and attendance records.

Previously Updated By Samantha Hind (0277929) on 04/03/2022

Type Payments

Category l Overtime at plain time ]

Comments
Date * | 28/02/2022 (] ]
hh mm  hrsdecimal
Total Time * _
6.00
ndance will be calculated automatically based on busi policy. Enter only the actual

*Request will be sent to the nominated person for authorisation
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To Delete a Payment

*Click My Delegations
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*Scroll to the bottom of the page

*Click Open PAYATH History on the Payments line
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*Click Delete against the required Payment entry

= A o -]

%, Samanihy

Eriatind Date P

*This will open the Payment details
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Samantha @ / Dashboard / My Time & Attendance
Customer Engagement &

R Delete Enter Payments of Hours Worked -
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My Details '
The Time Management module enables employees, and managers on behalf of employees, to view and record absence and attendance records.

My Time & Attendance ~

My Time & Attendance
Previously Updated By Samantha Hind (0277929) on 04/03/2022

Payments Deadlines Type Payments
Category Overtime at plain time
My Appraisals/PDRs Comments
Ny Qualifications Date 28/02/2022

hh mm hrs decimal

My Delegations Total Time 6 0 6.00

My Documents

*Click Submit

*Request will be sent to the nominated person for authorisation

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

