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The payroll system maintains a history of all payroll batch runs performed. This list can be

viewed and printed.
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Payroll Batch History

In some circumstances a particular batch may be reversed.

Batch runs stored are:

¢ Close Payroll Run (Finalised Payroll)

¢+ Reverse Employee (Rollback)

¢ Close payroll Year

Accessing Payroll Batch History

Payroll Batch History is accessed via the payroll Administration menu
PAYROLL > ADMINISTRATION -> PAYROLL BATCH HISTORY

A screen is presented showing the batch runs.

¢ The display can be
filtered by batch run
type. Select from the
dropdown list.

¢ Specify a date range
by entering a From
date and a To date.

¢ Go will redraw the
report.

Batch Run Type
Al

From Date To Date
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Al
Close Payrall Run
Close Payroll Year

Close Payroll Run
Close Payroll Run
Close Payroll Run
Close Payroll Run

Close Payroll Run
Close Payroll Run

Close Payroll Run

Pay Interval As At Date Run At Run By
Regular Weekly 09/04/2004 11:48:58 on 02/07/2004  [paul
Regular Weekly 16/04/2004 121286 on 02/07/2004  paul
Regular Monthly 31/05/2004 | 133405 0n 02/07/2004  paul
Regular Monthly 30/06/2004 | 17:47.57 on 02/07/2004  paul
Regular Weekly 23/04/2004 13:01:37 on 04/07/2004  paul

Reverse Employee - Taylor, Joe 23/04/2004 132418 on 04/07/2004 [ paul
Regular Weakly 23/04/2004 13:49:44 on 04/07/2004 | paul
Regular Weekly 30/04/2004 135119 0n 04/07/2004  paul
Regular Weekly 07/05/2004 14:49:29 on 04/07/2004  paul
Regular Weekly 14/05/2004 14:51:53 on 04/07/2004 | paul

Close Payroll Run
Close Payroll Run
Close Payroll Run
Close Payroll Run

Regular Weekly 21/05/2004 1500037 on 04/07/2004  [paul
Regular Weekly 28/05/2004 19:06:34 on 04/07/2004  paul
Regular Weekly 04/06/2004 0720001 on 05/07/2004  paul

Reverse Employee - Taylar, Joe 21/05/2004 09:19:56 on O7/07/2004  paul

The last batch in a pay interval series may be deleted by clicking on the [ZEL . button. This
will totally delete all transactions associated with this payroll run for all employees in the
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run and reset records to the
prior payroll run. Use this
facility with discretion. Note
that you cannot delete a
payroll run which is not the
last in the series, a message
will confirm if attempted.

A batch cannot be deleted if it has the

N

Please correct the Following error{s) and re-submit,

- Y¥ou may only delete the last payrall run For each pay interval, Please check for any later payroll runs.

icon showing in the far right column.
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