
   

My HR Dashboard- Payroll Entry & Payroll Recap before Finalization  

1. My HR Dashboard Admin: https://spm.prismhr.com/spm/ 

2. Login with your Username and Password.   

3. Under ‘My Payrolls’, select ‘Time Sheet Entry’. 

 
 

 

5. Enter hours for employees then press on the ‘Paper’ icon.  

 

6. Select a ‘Primary Sort-By’ if you want the report to sort by a particular location/department. If 

not, you may leave this portion empty and ‘Run’ report.  

  

4.   C lick  on the Payroll number t hat will populate.   

  

  

  

  

  

  

  



 
  

7. You can export the data into a spreadsheet by clicking on “XLS”.  

  

 
8. Close out of the screen once you’re done printing/saving the recap sheet and click on the 

‘Finalize’ button to submit payroll.  

 

  
  
  

    

  


