
 

 

Managing payroll tasks 
Tasks define the process for a payroll period. 

 

Tasks are shown on the dashboard: 

 

 
 

To open a task, click on the due date. 

 

 
 



 

 

 

From here you can do the following: 

• access the File System to upload/download a file 

• add an attachment to the issue (either from the file system or your 

local files) 

• hold the task (indicating that you are waiting for some other action or 

information before you can close the task) 

• close the task 

• exit the panel by clicking Done. 

 

To close a task a second panel displays: 

 

 
 

• Move individual contacts across to the notify panel, or use the arrows 

• Add any closing comments. 

• Close the task. 

 


