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PAYROLL

NETFLIX ROLES & PERMISSIONS

NF Set PA Approve I9s

NF Production Coordinator
Submit: Vendors, POs, Bills, Check Requests, Petty Cash, Card Payments.

Approve: i9s
NF Payroll Accountant Submit/Approve: Start Work & Timecards, Payroll Batch Approval

NF Dept. Heads
Submit Start Work, Submit/Approve Timecards, Submit/Approve All AP,

Submit Vendors

NF Accounting Team (1st Asst, 2nd)
Submit Start Work, View Only ALL Timecards, Full Vendor Access,

Submit/Post AP, View All AP, Full View of GL

NF Key Accountant

Submit Start Work, View Only ALL Timecards, Full Vendor Access,
Submit/Post AP, View All AP, Cost Reporting, Full View/Edit of GL, Closing

Periods, Publish CR, Division Manager, Manage Codes

NF LP / UPM

Submit/View Start Work, Approve/View Timecard Hours, View Grossing, View
Payroll Batches, View CR, Approve/View all AP, Check Signer on Bill

Payments,
Netflix Production Finance Manager Full View Access to All, Approve Startwork & Timecards, Approve AP

Netflix Production Finance Associate
Full View / Edit Access to All (Payroll & Accounting) NOT Approve, Division

Manager, Manage Codes

Netflix Production Management Manager

Submit/View Start Work, Approve/View Timecard Hours, View Grossing, View
Payroll Batches, View CR, Approve/View all AP, Check Signer on Bill

Payments,
Netflix Production Management Coordinator Submission of Startwork / Approving I9s

Accounting 
Production Office 

Writers 
Art 

Casting 
AD Dept 
Camera 

Construction 
Craft Services 

Wardrobe 
Electric 

Grip 
Hair and Makeup 

Locations 
Property 

Scenic 
Set Dec 

Set Dressing 
Sound 

Transportation 
Medic 

Rigging Electric 
SPFX 

Health and Safety

Grossing Approval

Step 2: Approve Grossing 

NF Key Accountant 

Step 1: Submit Grossing 

NF Payroll Accountant 

Vendors

Step 2: Approve Vendor 

NF Key Accountant 
NF Accounting Team 

*Step 1: Submit Vendor 
 

NF Key Accountant 
NF Accounting Team 

NF Dept Heads 
NF Prod Coordinator 

 
*Not a required step 

Purchase Orders

Step 2: 1st Approval 

NF Department Head 

Step 4: 3rd Approval 

NF Key Accountant 

Step 3: 2 nd Approval 

NF Line Producer/ UPM 

*Step 1: Submit PO 
 

NF Key Accountant 
NF Accounting Team 

NF Dept Heads 
NF Prod Coordinator 

 
*Not a required step 

*Step 5: Condition if over 100k 
 

NF Production Finance Manager 

Bills

Step 2: 1st Approval 

NF Department Head 

Step 4: 3rd Approval 

NF Key Accountant 

Step 3: 2nd Approval 
 

NF Line Producer 
NF UPM 

*Step 1: Submit Bill 
 

NF Key Accountant 
NF Accounting Team 

NF Dept Heads 
NF Prod Coordinator 

 
*Not a required step 

*Step 5: Conditional if over 100k 
 

NF Production Finance Manager 

Check Requests

Step 2: 1st Approval 

NF Department Head 

Step 4: 3rd Approval 

NF Key Accountant 

Step 3: 2nd Approval 
 

NF Line Producer 
NF UPM 

*Step 1: Submit Bill 
 

NF Key Accountant 
NF Accounting Team 

NF Dept Heads 
NF Prod Coordinator 

 
*Not a required step 

*Step 5: Conditional if over 100k 
 

NF Production Finance Manager 

Bill Payments

Step 2: Approve Bill Payments (Check Signer) 
 

NF Line Producer / UPM 

*Step 3: Approve Bill Payments (Check Signer) 
 

*If check has two signature lines 
 

NF Key Accountant 
 

Step 1: Submit Bill Payment 

NF Key Accountant 
NF Accounting Team 

Petty Cash

Step 2: 1st Approval 

NF Department Head 

Step 4: 3rd Approval 

NF Key Accountant 

Step 3: 2nd Approval 
 

NF Line Producer 
NF UPM 

*Step 1: Submit Petty Cash 
 

NF Key Accountant 
NF Accounting Team 

NF Dept Heads 
NF Prod Coordinator 

 
*Not a required step 

*Step 5: Conditional if account staff 

NF Production Finance Manager 

Card Payments

Step 2: 1st Approval 

NF Department Head 

Step 4: 3rd Approval 

NF Key Accountant 

Step 3: 2nd Approval 
 

NF Line Producer 
NF UPM 

*Step 1: Submit Petty Cash 
 

NF Key Accountant 
NF Accounting Team 

NF Dept Heads 
NF Prod Coordinator 

 
*Not a required step 

*Step 5: Conditional if account staff 

NF Production Finance Manager 

Journal Entries

Step 1: Submit Journal Entry

NF Key Accountant 
NF Accounting Team 

Distribution Changes

Step 1: Submit Distribution Changes 
 

NF Key Accountant 
NF Accounting Team 

 

Hours Approval

Step 2: Employee Submits/Approves Hours Submitted on
Their Behalf 

 
Employee 

Step 4: Approve Hours 
 

NF Line Producer 
NF U Production Manager 

Step 3: Approve Hours  

NF Dept. Head 

*Step 1: Submit Hours on Behalf of Employee 

NF Dept. Head 
NF Payroll Accountant 

*Not required

I9

Step 1: Submit I9 

Employee

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

I9

Step 1: Submit I9 

Employee

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

I9

Step 1: Submit I9 

Employee

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

Start Form

Step 1: Prefill Start Form 
 

NF Dept Heads 
NF Payroll Acct 

NF  Accounting Team (1st Asst, 2nd)

Step 2: Employee Approves Start Form 

Employee

*Step 3: Final Approval 

NF Line Producer 
NF UPM 

*This step is necessary if the prefiller is not the Employer 
signer on the start form

*Step 4: Final Approval 

NF Production Accountant 
*This step is necessary if the prefiller is not the Employer 

signer on the start form

I9

Step 1: Submit I9 

Employee

Step 2: Approve I9 
 

NF Set PA's 
NF Prod Coordinators 

NF Payroll Acct

PAYROLL

Approval Flow Matrix

Start Form

Step 1: Prefill Start Form 
 

Start Work Admin 
*Dept Head Payroll Access 

 
*User must have division admin access to complete task 

Step 2: Employee Approves Start Form 

Employee

Hours Approval

*Step 1: Submit Hours on Behalf of Employee 

Line Producer 
Payroll Accountant 

*Dept Head Payroll Access 

*Not a required step 

Step 2: Employee Submits/Approves Hours 
Submitted on Their Behalf 

Employee 
Digitial Start Work Employee 

Step 3: Approve Hours  
 

Line Producer 
 Payroll Accountant 

*Department Head Payroll Access 

I9

Step 1: Submit I9 

Employee

Step 2: Approve I9 
 

Start Work Admin 
*Department Head Payroll Access 

I9 Approver 
 

*User must have division admin access to complete task 

Grossing Approval

Step 1: Submit Grossing 

Payroll Accountant

Step 2: Approve Grossing 

Line Producer

Vendors

*Step 1: Submit Vendor 
 

PO Creator 
Production Accountant 

Key Accountant 
Check Request Creator 

 
*Not a required step

Step 2: Approve Vendor 

PO Approver 
PO Accountant 

Production Accountant 
*Dept Head Accounting Access 

Key Accountant 

Purchase Orders

*Step 1: Submit PO 

PO Creator 
*Department Head Accounting Access 

Production Accountant 
Key Accountant 

*Not a required step

Step 2:  Approval 

PO Approver 
Production Accountant 

*Department Head Accounting Access 
Key Accountant 

Bills Transaction

*Step 1: Submit Bill 

Bill/Check Request Creator/Approver 
Bill/Check Request Accountant 

Production Accountant 
*Dept Head Accounting Access 

Key Accountant 

*Not a required step

Step 2:  Approval 

Bill/Check Request Creator/Approver 
Bill/Check Request Accountant 

Production Accountant 
*Dept Head Accounting Access 

Key Accountant 

CP Envelopes

Step 1: Submit CP Envelope 

Key Accountant 
Production Accountant 
Prepaid Card Employee 

*Dept Head Accoutning Access

Journal Entries

Step 1: Submit Journal Entry

Production Accountant 
Key Accountant 

Petty Cash

*Step 1: Submit Petty Cash 

Production Accountant 
Key Accountant 

PC Creator 
*Dept Head Accounting Access 
PC Creator (Multiple Vendors) 

*Not a required step

Step 2:  Approval 

Production Accountant 
PC Approver 

*Dept Head Accounting Access 
Key Accountant 

Bill Payments

Step 1: Submit AP Check Run 
 

Submit Check Run 
Production Accountant 

Key Accountant 

Step 2: Approve AP Check Run 
 

Check Run/Submit/Approver 
Production Accountant 

Key Accountant 

Check Request

*Step 1: Submit Request 

Bill/Check Request Creator 
Check Request Creator 

*Dept Head Accounting Access 
Production Accountant 

Key Accountant 

*Not a required step

Step 2: Approval 

Bill/Check Request Creator Approver 
Bill/Check Request Accountant 

Production Accountant 
*Dept Head Accouting Access 

Key Accountant 

ACCOUNTING

PAYROLL  - ROLES & PERMISSIONS

Step 2:  Approval 

Production Accountant 
*Dept Head Accounting Access 

Key Accountant 
Prepaid Card Approver 

Custom Forms (If Applies)

Step 1: Submit 
 

Digital Start Work Employee

Step 2: Approve  
 

Start Work Admin

Distribution Changes

Step 1: Submit  
 

Production Accountant 
Key Accountant 

ACCOUNTING - ROLES & PERMISSIONS

Accounting Roles Permissions

Key Accountant

Ability to create, approve, view all, and post Purchase Orders, Bills/Check Requests. Ability to create, approve, and view all Journal
Entries, Distribution Changes, Vendors, Bill Payments, Petty Cash, and PCard Envelopes. Access to General Ledger, Closed Periods,
Bank Reconciliation, Import Storage, Chart of Accounts, Bank Accounts, Cost Report, Tax Credits & Accounting Reports. Ability to
Post Payroll and Print 1099s & AP check runs. 

*Assignable roles: Bill/Check Request Creator, Bill/Check Request Creator/Approver, Bill/Check Request Creator/Approver 2,
Check Request Creator, Department Head-Accounting Access, I9 Approver, Invite PO/Bill/PC/CP Creator, PC Creator, PO Creator,
PO Approver, PO Approver 2-5, Prepaid Card Employee, Prepaid Card Approver, Prepaid Card Manager, Start Work Admin, Start
Work Admin 2-5, Startwork Admin View Only

Production Accountant

Ability to create, approve, view all, and post Purchase Orders, Bills/Check Requests. Ability to create, approve, and view all Journal
Entries, Distribution Changes, Vendors, Bill Payments, Petty Cash, and PCard Envelopes. Access to General Ledger, Bank
Reconciliation, Import Storage, Chart of Accounts, & Accounting Reports. Ability to Print 1099s & AP check runs. Ability to Post
Payroll. *Assignable roles: Bill/Check Request Creator, Bill/Check Request Creator/Approver, Department Head-Accounting
Access, PC Creator, PO Creator, Prepaid Card Employee

Department Head-Accounting Access Ability to create, approve, and view all Purchase Orders, Bills/Check Requests, Vendors, Petty Cash, and PCard Envelopes
submissions within the Division the user is an admin of. Access to view General Ledger within the Division the user is an admin of.

PO Creator Ability to create Purchase Orders & Vendors

PO Approver Ability to create, approve & view all Purchase Orders and Vendors. Access to Purchase Orders and Vendors 

PO Accountant Ability to create, approve, and commit PO's to the cost report. Note: the Key Accountant may also commit PO's to the cost report

PO Approver 2 - 5 Same permissions as PO Approver. View Only if not on the approval flow

Bill/Check Request Creator Ability to create Bills and/or Check Requests

Check Request Creator Ability to create Check Requests only

Bill/Check Request Approver Ability to create, approve & view all Bills/Check Requests. Access to Bills and Check Requests. 

Bill/Check Request Creator/Approver Ability to submit and approve bills and check requests. 

Bill/Check Request Approver 2 & 3 Same permissions as Bill/Check Request Approver. View Only if not on the approval flow

Submit Check Run Ability to submit AP checks and print AP checks 

Check Run Submit/Approver Ability to submit and approve AP checks and print AP Checks. Access to Bill Payments 

PC Creator Ability to create Petty Cash

PC Approver Ability to create, approve and view all petty cash. Access to Petty Cash.

Prepaid Card Employee Ability to create PCard Envelopes

Prepaid Card Manager Ability to view and manage all cards.

Prepaid Card Approver Ability to create, approve & view all PCard Envelopes. Access to PCard Envelopes.

Payroll Roles Permissions

Digital Start Work Employee Access to submit digital start work, such as I9s, start form, custom forms, W4, W9, and loan-out company. Ability to create and
submit Timecard Hours

Employee Access to create and submit Timecard Hours (typically the system will auto-invite paper start work employees with this role title.
This is not as commonly used when manually inviting an employee, except when needed

Employee View Only Access Employee can login and view timecards/check copies but cannot create timecard

I9 Approver Able to view/approve I9s, Access to view the Employee's grid

Start Work Admin Ability to approve i9s, invite employees & prefill the start form, approve start forms and custom forms. Access to Digital Start Work,
Users & Employees grids, manage roles.

Department Head-Payroll Access Ability to approve i9s, invite employees & prefill the start form, submit and approve timecard hours for only their division. Change
user roles. Access to Digital Start Work, Users grid, all Timecards

LP/Payroll Accountant w/o Preview Approval
Ability to invite employees, submit and approve timecard hours and grossing. Access to coding timecards, manage roles, Users &
Employees grids. No access to approve payroll previews or post payroll. *Assignable roles: Department Head-Payroll Access,
Employee, Employee View Only Access, LP/Payroll Accountant w/o Preview Approval

Line Producer
Ability to invite employees, submit and approve timecard hours and grossing, create & approve batches, & approve payroll edits.
Access to coding timecards, manage roles, run payroll reports and Users, Employees, Approval Flow Steps grids *Assignable roles:
Employee, Employee View Only Access

Payroll Accountant
Ability to invite employees, submit and approve timecard hours and grossing, create & approve batches, approve payroll edits, and
post payroll. Access to coding timecards, manage roles, run payroll reports, check copies, and Users, Employees, Approval Flow
Steps grids. *Assignable roles: Department Head-Payroll Access, Employee, Employee View Only Access, LP/Payroll Accountant
w/o Preview Approval

Dept Head W/O Rate Access
Same as Department Head Payroll Access but cannot view rates. Ability to approve I9s, invite employees, submit and approve
timecard hours only within their division. Change user roles. Access to Digital Start Work, Users grid and all Timecards within their
division.


