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Accessing Worklio 
 

1.   Go to https://telstaffing.worklio.com/Account/Login 

2.   Enter Managerial Credentials 

3.   Click Login 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing Employee Information 

1. Login to Worklio 

a. See Access Worklio 

2. Click Employee List From the dashboard 

  
3. Locate Desired Employee 

4. Click Detail 

 

 

 

 

 

2 



Worklio Client Instructions  

 

 

  
5. Click Appropriate Tab for desired information 

a. Personal  

b. Payroll 

c. Deductions 

d. Time Off 

e. HR Event Tracking 
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To View Paystubs 

From the Employee Overview 

1. Click Payroll Tab 

2. Click Pay History 

  
3. Locate desired pay date  

4. Click Detail 
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5. Click Download 

a. Paystub will be downloaded in a PDF format & can be printed as needed 
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Approving Time Off Request 

1. Click Time Off in left hand menu 

2. Locate current Time Off Request for approval 

 

 

 

 

 

 

 

 

To Review 

 

3. Click Detail  

4. Review Time Off Request Information 
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To Edit 

1. Click Edit 

 

 

 

 

 

 

 

 

 

2. Enter Necessary Changes 

3. Click Save 

 

To Approve or Deny 

1. Click Resolve 

 

 

 

 

 

 

 

1 

2 

3 

1 



Worklio Client Instructions  

 

 

2. Enter any Notes necessary 

3. Click appropriate response 

a. Approve allows request to move forward 

b. Deny stops the request 

 

After Resolving, Editing or Deleting a Time Off Request, your employee will receive an email notifying 

them of your decision. 

 

Accessing Reports 

1. Log in to Worklio 

2. Click Reports in Dashboard menu  

  
3. Locate Desired Report 

a. Enter report name or details in Search Bar to locate report quicker 

4. Click Create 
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Accessing Documents 

1. Log in to Worklio 

2. Click Documents in lefthand menu  

 

3. Click Desired Department 
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4.  Click Desired Form  

a. Form will download directly to your computer in a fillable PDF format 
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