
How to use the Payroll Support Request System 

Checking the Status of Your Request
1. Open the Payroll Support Request System or click the link in the 

submission confirmation email
2. Locate the “Request Status” Column on your dashboard

You will receive an automated confirmation email once your request 
is completed/resolved

Submitting a Payroll Support Request
1. Open the Payroll Support Request System (located on the Payroll 

& Time Administration intranet page)

2. Click “Submit Request” and choose the appropriate 
request option:
• Time Admin Issues/Questions
• Payroll Issues/Questions
• Requests
• CAPPS
• Employment Verifications
• Reconciliations
• Miscellaneous Requests

3. Provide the required information
4. Add any necessary attachments or notes by clicking the 

“Add” button then clicking in the “Click here to attach file” area 
and selecting your file.

You will receive an automated confirmation email once your request 
is submitted

https://k2formsprod.trs.texas.gov/RuntimeProxy/Runtime/Form/Payroll+and+Time+Support/
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