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Running Payroll 
  
 
Before you begin running payroll, ensure attendance has been confirmed for every 
session. An easy way to see if this is the case it to look for non gray 
classes/appointments:  

 

 
 
If possible, confirm the attendance if they have been missed before running payroll. 
Otherwise, the payroll item(s) will be added to the following payroll.  
  
To Run Payroll: 
 
1) Go to Staff. 
 

 
 
 
2) On the right hand side, select Run Payroll Now. 
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3) Select Choose Pay Period Dates:  
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4) Enter your dates, then select Create. 

 

  
 
5) Click on the pay period to see each staff member and the total owed to them for this 

pay period.  
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6) Select a staff member’s name to see the breakdown of what they are 
owed. Click Go Back to see the full summary again. 

  

  
  
7) From here click Finish to close this pay period, Download CSV to save a spreadsheet 
or Delete it if you feel there was a mistake.   
  

   
 
8) Click on any pay period to to see the saved payroll report  
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