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

Purpose
The purpose of this module is to provide stepstep guidance to facilitate the use of the
Special Run

1 Hover over the Payroll tab in the Module Menu. Asabnu will appear, as displayed
below:
1 Click on Special Run.

Click on the "Employee Selection" tab

[ Employes Selection ]ap_u Mlocation  Update/Process  Reports

View Pravious By

Date From:  01/05/2013 F . - P Ner 2701 Bor
DateTo: 31052019 ' '. Y { ‘\
Pay Period: 3 v \.__'_'_, y

Process Special Fun Close
Special Run Error Log Specisl Run
” Search | | Edit | | Export { Import | | FPublish Payzlips

Select Employees that must get paid via Special Run

Click on Submit
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Employee Selection Field Allocation Update/Process Reports

Select employess for spedal run:

Select Al Unsslect &l

Select Emp No:  First Name: Sumame: Payroll Company
ri Tooi Tarya De Klark
L ToD13 Hica Roberto
e
Toos Krizting [sabellz Lutz
Toos Pigtar Ael Mzkaropo
TooF Denis Farmer
TOL0 Jody Paul Barman
Toil Alida Man:
Toiz Tarmya Figueira
ToL3 Caire Stolz
T020 Philipp Jzcobs
30 Kazren Geldenhuys
#0999 Mariz Pogganposl

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

Employee Selection Field Allocation Update/Process Reports

‘Current Pay Period: View Previous Pay Period:

Date From:  01/05/2013 [Meo: 2 [01 Apr 15 - 30 Apr 15] ¥ | [[viow
DateTo:  31/05/2018 i

Pay Period: 3 . v Ll
Process Special Run Close
Special Run Error Log Special Run

|| Search | | Edit || Export ! Import ||F'ub|ishPayinp5
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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

Vizw Prenious Pay Period:
Date From: “M‘-‘ (No: 3 (01 May 15 - 31 May 18] ¥ | [view ]
Date To:
Pay Period: 4
Process Special Run Cloge
Special Run Error Log Special Run
[ |[ Search | [_Edit | [ Export/import | [ Publish Payslips |
Employee No: Surname: First Name: Status: Basic Salary Non Pensionable Annual Bonus Reimbursive Travel Kms Total Income  PAYE TOTAL UIF - Empl Total Skills. Levy
TOO1M [ De Klerk Tanya Unprocessed RO.0D R0.00 0.00 RO.00 RO.00 0.00 RO.00
To013 M) Robero Alicia Unprocessed RO.00 RO.00 0.00 RO.00 RO.00 0.0 RO.00
RO.00 RO.00 RO.00 RO.00 RO.00 RO.00 RO.00 RO.00
4
T — LR
Q 0 O Moz 3 [01 May 19 - 31 May 15] ¥ | [
Special Run
Snﬂullmn Error Log Snﬂullmn
[ |[ Seacn | [ Edit | [ Exportiimsert | [ Publish Payslips |
Employes No: Surnamea: First Mame: Status: ‘Annual Bonus Reimbursive Travel Kms Total Income  PAYE TOTAL UIF - Tatal Skills Dy Levy UIF - Company Total C
TO0LE (7] De Klerk Tanya Processed R.10,000.00 0 10,000.00 RZTTT.18 R'II.'ODIJ mll R 100.00 R 100.00
T3 ) Roberto Bicis Proceszed R 10.000.00 0 10.000.00 R 2,500.00 R 100.00 2.700.00 R 100.00 R 100.00
R 20,000.00 RO.00 R20,000.00 R327718 R 200.00 R5,57T7.18 R 200.00 R 200.00

1 |
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To reconcile your Special Run you can generate your Special Run Reports now.

Employee Selaction Field Allocation Update/Process Reparts

Generate Special Run Report:
Select Report:
Specizl Run Name:
o Payslip Summary =
Zelact Pay Period(s): Company Summary - Current
Payslips

Take Home Money

Bank Details Report

EFT Filz - ABSA& Cazh Focus
EFT Filz - Medbank

EFT File - FNB

EFT File - Payaccess

Custom Report

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

you need to close your Special Run

Field Allocati Update/| Reports

Current Pay Period: View Pravious Pay Period:

Date From:  0L/05/2019 y No: 2 (03 Apr 19 - 30 Apr 19) ¥ | vew

Date Ta: 31/05/2013 k

Pay Period: 3 v

Undo Special Run Close
Special Run Error Log Special Run
|[searen | [_Edit | [ Export/lmpert | [ Publish Payslips |
2.
Employee No: Surname: First Name: Status: Basic Salary Non F i Annual Bonus Reil Travel Kms Total Income  PAYE TOTAL UIF - Employee Total Dy Skills Dy Levy UIF - Company Ta
21228 Masimuls Sandil= Mbongeni  Processad ROD0 R 10,000.00 [ 10,000.00 R 1,200.00 R 100.00 1,900.00 R 100.00 R 100.00
21288 Mpanza Sihle Mvumeni Processed R0.00 R 10.000.00 0 1000000 R0.00 R 100.00 100.00 R 100.00 R 100.00
21298 Khuzwaye Mghiliseni Processed ROD0 R 10,000.00 0 10,000.00 R0.00 R 100.00 100.00 R 100.00 R 100.00
2133Crgk Zuly Nikosinathi Mhianhls Processad RO.00 R 10,000.00 0 10,000.00 R 0.00 R 100.00 100.00 R 100.00 R 100.00
21348 Xuly Thokezani Amos  Processed ROO0 R 10,000.00 0 10,000.00 RO.00 R 100.00 100.00 R 100.00 R 100.00
22331 Huls Sansie Processed ROO0 R 10,000.00 [ 10,000.00 R 1,800.00 R 100.00 1,900.00 R 100.00 R 100.00
223415 Simelzans Khangelani Genius  Processad RODD R 10.000.00 0 10,000.00 R 1.800.00 R 100.00 1.900.00 R 100,00 R 100,00
2235 el Musawenkosi David Processed ROO0 R 10,000.00 [ 10,000.00 R 1,800.00 R 100.00 1,300.00 R 100.00 R 100.00
RO.00 R 20,000.00 RO00  RE20,000.00 R 7,200.00 R 800.00 R&,000.00 R 200.00 RED0OD T
4 13

Then go to the normal run and select reports.



peopleplus

Employee Management Made Easy

Select which report you wish to print

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




