How to View and Print Employee Vouchers
in My HR Dashboard

Login to your My HR Dashboard with your Username.

Once you are in, click on the employee you want to print the payroll voucher for under “IViy Employees” section.
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Employee Details Human Resources
Tammy Barthel

tammy@spmihr.com

Payroll Manager
Sherrie Bates

(479) 474-7752
sherrie@spmibr.com

| Benefits
Daniela Romero
daniela@spmihr.com

Recurring Deductions

Business Development
Kyla Marris

(475) 806-8575
KyleMorris@spmihr.com

e te

Client Advecate
Dianna Lyon-Wagner
(479) 208-2048
dianna@myhrpros.cam

Recent Payrolls My Employees
Payrol Description Pay Date Employee Name Mobile Work Email
201729 201729 - 06/30/2017 Doe 1, John

201727 201727 - 06/23/2017 Doe, Jane

Fitzgerald, Michael
Hernandez, Caleb
Maria, Hernandez

Penn, John 555-555-5555 Work@email.com
Smith 11, John

Smith, Jenny

Smith, John

Test, Jov
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Click on the ‘Action’ bar = thenclick on “Payroll Vouchers”.
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Middle Name I | ESS User Name Override Rates
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Employment
Employment Status ACTIVE =4 Employer Deme Employer O I
Status Date 05/01/2017 Employer Start Date 05/01/2017 PTO Register
Employment Type FULL TIME G Last Hire Date 05/01/2017 Recurring Deductions
Type Date 05/01/2017 Original Hire Date 05/01/2017 Reprint Form W-2
Position Laborer 5;0 Retirement Plan Enrollment
Position EEO Code LABOR Scheduled Deductions
FLSA Exempt Scheduled Payments
W/C Class Status Type History
T User fields -

Remove From Favorites
Save ‘Cancel
Display Data Mapping
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Click on the Voucher you want to view or print.
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Emplovee HERNANDEZ CALEB Year

Voucher# Check/advices Type Pay Date Gross Eamings  Expense Reimbursements Gross Pay Deductions Taxes Net Pay Weeks

000236 21 Deposit 06/09/2017 110.50 0.00 110.50 0.00 10.88 99.62 2,00

000208 13 Deposit 05/26/2017 382,50 0.00 382,50 0.00 63.36 319.14 2,00

Then click on the ‘Bankin’ tab.
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oachentiumbs (00023
Veucher Status PRNT Employee Jooo10
Voucher Type R Last Name Hernandez
Payroll Number 201724 First Name Caleb
Pay Date 06/09/2017 Name on Check Caleb Hernandez
Pay Group B Department
Pay Period Bi-Weekly
Deduct Period : §
Employer 1D 10 Demo Employer
School District Date Sent
Total Cash Payments (+) 110.50
Period Start Date 05/21/2017 Ship Method
Total Taxes Withheld (-) 10.88
Period End Date 06/03/2017
Total Deductions (-} 0.00
Quarter End Date 06/30/2017
Net Voucher Amount (=) 99.62
Year End Date 12/31/2017
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Employee Voucher | Voucher | Pay
Veucher Number 000236 Employee Caleb Hernandez Pay Date 06/09/2017

Check Details

Bank Account i
Check Number 21 Reprint Check Stub
Check Amount 0.00

Pay Stub Type Paper

ACH Check Account 1

Direct Deposit
Transit Number Account Number Status Amount
011000028 12343563 D*c 99.62

Depending on the browser, another window may populate with the check stub. The screen should give you an option to

download or print.
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