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Getting Started

This guide will demonstrate how to retrieve and print employee pay stubs using the PrismHR Manager Portal. You
can log into your Manager Portal using the button below. Once logged in, continue onto the following steps.

Manager Portal Login

1. NaVlgate tO the ----- N My Employees
. : Employee Name Ext Work Mobile
Employee Profile ! Ade, Gator
: Alice, Vince
Bart, Lindsey
Refer to My Employees on the bottom | . e
right-hand side of the dashboard and  '- - - { Emplovee Jane |- - - -,
. ]
|Oca.te the employee you WOUId Ilke to HR/Change / Employee Details Company: (777700) Demo Client a a !
retrieve a pay stub for. Jane Employee Name | Pl | adkws | wok | b | T | Omoit | Skssicaten | sy
Employee 800170 Y
the profile window. This profile contains

all of the employee’s documented

'
'
:
. y ]
Click on the employee’s name and open [ e 1 ’
' :e Dane . . cawnPeppledpes.com
:
. . '
personal and work information. !
'
'
'
'
'

1
Flient 0. .=--]-- 2. Payroll Vouchers
1
Pa ‘ Tax ‘ Denosit ‘ Benefit Overview - ST :
Y ) Check Message : | . .
Deduction Arrears . : In the top-right corner of the employee profile,
1 . . . .
Documents ' t ___ click on the blue Action Menu icon to access a
1 d ' . . .
—— — 1 E:;z S . list of available actions and reports. Locate and
] . .
bpiedpeo.com | Employee Notes ' click on the menu item Payroll Vouchers.
]
Garnishments f
‘ Loans ! This opens the Payroll Vouchers Menu and
= :TiRtt chare ! displays all recent checks and deposits received
egister .
baiHiictsry ' by the employee in order by date. Select the
FEIN 1 . .
. __ Payroll summary _ ' Voucher Number you would like to view.
- - 00RO ' Payroll Vouchers Lceeee e ==
X 05/11/2018 ~ 7 7 Position History
' 05/11/2018 Proxy Login
]
]
]
: Employee Payroll Vouchers
: Employee [Boo170 Q] EMPLOYEE JANE Year
]
! Voucher# Check/Advice# Type Pay Date Gross Earnings Expense Reimbursements Gross Pay Deductions Taxe:
: 000573 53912 Deposit 03/19/2021 2080.00 0.00 2080.00 223.40 302.9
' 000567 27 Check 03/10/2021 1000.00 0.00 1000.00 145.00 104.1
.- -:_000565_: 52520 Deposit 03/05/2021 2000.00 0.00 2000.00 203.40 292.7
000562 50435 Deposit 02/19/2021 2000.00 0.00 2000.00 193.40 539.1
000553 49193 Deposit 02/05/2021 1000.00 0.00 1000.00 145.00 88.9:
000551 49192 Deposit 02/05/2021 1000.00 0.00 1000.00 145.00 88.9:
000547 48500 Deposit 02/05/2021 987.50 0.00 987.50 58.15 104.0
000541 46487 Deposit 01/22/2021 2000.00 0.00 2000.00 68.40 291.4
000520 44694 Deposit 01/08/2021 2000.00 0.00 2000.00 78.40 291.4
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3. Access and Print
Pay Stub

Click on the Banking tab at the
top of the Voucher menu.

Near the center of the Banking tab
screen, find and click on the option

Reprint Check Stub.

This prompt loads the original pay
stub in a seperate window. Use
the icons in the top-right of the
window to Download and save or
Print this pay stub.

stream

re=-=-==- 0
Voucher | Pay | Deductions Benefits | Tax | Accounting \: Banking '| PTO |
1
7 TTTaTTT
'
'
Employee B00170 :
Last Name Employee '
First Name Jane !
""""""""""""" NarffedrCletk = = = = = = = JaMeTEMplyZe™ = < -!
Employee Voucher Voucher |  Pay | Deductions | Benefits
Voucher Number 000565 Employee Jane Employee
___________________________________ B
+
'
Check Details :
Bank Account T oo _: ______
Check Number 52520 1 Reprint Check Stub :
Check Amount 0.00 == mmmmsmmmm-
Pay Stub Type Paper
ACH Check Account 1

Jane Employee

SSN# XXOXX-0595
EMP# BOO170

Period Start Date 02-15-2021 Check Date
Period End Date  02-28-2021 Check Number

03-05-202
5252

Earnings - Current

Pay Description PayRate HrsiUnits Pay Amount
REGULAR PAY 20000 8000

Date
02282021 200000

8000 200000

ToTAL
Earnings - Year To Date Net Pay Distribution

Description IO Type.

100000 CHECK 5
75000

$1,50:

$1,50:

o
12500 DIRECT DEPOST
1t

TOTAL NET PAY

TOTAL NET PAY YTD
$1098750

Direct Deposit Detail

Tive
CHECKING.

Description Balance
Sick Time Total Balance 47500
Sick Time Avalable for Use 3500
Time Off Tota Balance 13000

ime Off Available for Use. 12000
700

800

Account
=

PTO
HOLIDAY
TOTAL DEPOSITED

Demo Client

Tost Employer
35 Parkwood Drive
Hopkinton, MA 01748

A

Pay Non-negotiable

Amount Description
1,503.84 401K

Voucher # 000885 Sort Order: 1
Demo Client - Main Office (777700)

1 Federal Filing Status SSiSingle

0 State Filing Status  NONENONE
Deductions / Taxes

Amount

Description
HSA

01K
DENTAL 125

S0C SECURITY

Amount

0.00
.84
3.84

$8,398.96

ToTAL w615 25854
Employer Contributions
Amount

000

$15038¢ TOTAL

Check No. 52520
Pay Date 03.05:2021
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