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Introduction 
This is where you will be able to run an additional pay run for bonusses etc. 

 

Purpose 
The purpose of this module is to provide step-by-step guidance to facilitate the use of the 
Special Run.  

 

¶ Hover over the Payroll tab in the Module Menu. A sub-menu will appear, as displayed   
below: 

¶ Click on Special Run.  
 

 

 
 
 

 

 
 

  Click on the "Employee Selection" tab  
 

 

 
 

  

 

  Select Employees that must get paid via Special Run 

Click on Submit 
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After you selected your employees you need to Field Allocate the fields that you are going to need for the special 

run. 

Click on the "Field Allocation" tab  

 

 

 



 

Click on Allocate next to the field you require then select the employee(s) and click on Submit

 

 

Go back to your update/Process screen, you can now process your Special Run Payroll. 

 

 

 

 

 

 

 

 



 

 

 

To reconcile your Special Run you can generate your Special Run Reports now. 

 

 

 

Please note: To generate your Month end combined recon reports for Special Run and Normal Run, 

you need to close your Special Run 

 

 

Then go to the normal run and select reports. 

 



 

 

Select which report you wish to print 

 

 

Click on Include Special Run and Generate your Month end Reports. 

 

  


