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Payments — Manager Input

- Select the My People tab in MyHR
- Select “Time and Attendance”

Tick the employee you need to enter payment details for and then click “Next”
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Navigate to the date you want to enter a Payment for,

o use the Navigation buttons to locate the required date.
- Richtclick in the required date
- Select Payments
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The following page will then display.

- Select the relevant payment type from the Category list.

- Add a comment if required

- Enter the date the payment was earned

- Enter the total time

- All payments will be automatically paid against the employees main payroll cost code. You
can alter the cost code by clicking Yes to “Do you want to charge to a different cost centre?”

- Click Submit when complete
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The Time Management module enables employees, and managers on behalf of employees, to view and record absence and attendance records
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IMPORTANT:
- Although the Total Time specifies Hours & Minutes, if you have selected a Daily Rate
payment, use the Total Time as Units.
o To enter 1 Day, you would enter 1 hour 0 minutes
Deadlines:

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

the most up to date deadlines.
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