
 
 

ESC’s Technology Platform, powered by PrismHR 
client quick-start guide for processing payroll 

 

1. Log in to PrismHR 

2. Login:  Login credentials will be provided by ESC’s IT Team 

To Process Payroll 

3. Click on “my payrolls”, then click “process payroll” 

 

  
4. The current pay period will auto-populate.  Click on the clock icon to access the 

timesheet 

 



 
 

 

5. Salaried employee hours will be auto-populated.  Hourly employee hours will be keyed 

into the appropriate columns 

 

6. When all hours are entered, click “finalize page” to finish payroll entry for all employees.  

To finalize payroll for an individual employee only, click the check box next to that 

employee and then click “finalize”.   

7. If, after finalizing the payroll, an entry error is detected, simply click “unfinalize”, make 

the corrections, and click “finalize page” again. 

 

 



 
 

8. After payroll entry is complete, click on the calculator icon to actually calculate the 

payroll

 
9. Once the payroll is calculated, the payroll register can be viewed by clicking the “view” 

dropdown on the righthand side of the “My Payrolls” screen and selecting “Payroll 

Register Report. 

 
10.  If an error is detected while viewing the payroll register report, repeat steps 4 – 8. 

11.  All payrolls need to be finalized and calculated by your current payroll deadline for ESC 

to begin processing. 



 
 

To Access Invoices and Other Standard Payroll Reports 

12.  After your payroll has processed, it will be added to the list of recent payrolls on your 

home screen. 

 
13.  Click on the payroll number and a list of standard reports will pop up. 

 

 
14.  Select the report you’re looking for, or “invoice” to view your invoice for that particular 

payroll. 



 
 

Helpful Tips: 

ESC’s new technology platform has a powerful search function.  You can search for a particular 

employee, screen, report, or tool utilizing the search bar. 

If you use a particular report regularly, you can “favorite” it by clicking the star icon while the 

report is open, and it will appear in your “my favorites” list.  

 

The platform also has a robust help section, to find instructions for any task you may be 

performing in the system.  There are also a number of video tutorials accessible to you.  

Reminders: 

Your first payroll in the new system will be processed by ESC as a final check.  You will process all 

subsequent payrolls. 

Your invoice report will be available in the system after your payroll has been processed by ESC 

ESC conducts “office hours” twice weekly.  Each Monday from 3:00 – 4:00 pm, ESC will be 

available to assist with payroll processing.  Each Friday from 11:30 am – 12:30 pm, ESC will be 

available to assist with reporting.  These office hours are conducted virtually via goto meeting.  

Login credentials are sent via email. 

 


