Advanced Pay

Advanced Pay
The Advanced Pay option allows you to pay an employee in advanced pay periods for example if the employee is to go on annual leave.
Advanced Pay is done through your “Payrun” tab.

To Advance Pay an employee, tick the employee and then right click to view the below menu.

@q\? Echigse Fayrell - Version 15 [Detabace:. User: Super User: -=x
S @e = & we
Payroil Past Fay m Eov
Wearkficw Empicpee  Periods Disbursement  Reghier Report Frode
Tasis Dtmer Taskd Erd-Of-Year
Fayioll Papun = B
rDT-'a-_rlchmiu che for pary ru oy (Tue 2ROT2011) =
B[] Pay schedules not rgtces
|—E| mﬂrﬂ.mu‘.] Fay 011, {Plasned Pay Rus Dute: Wed LML) -
[D Morthiy Pay: 1 Uin-pay 2813, (Planmed Pay Run Date: Mos 05/I9/201L)
[ Festnighsly Pay: B H2ELL,  [Plasned Pay Rus Date: Son SLAON28LL)
Foy? 1D Beg  FrictPreviesTmal Draft Paysh 4%  LvTeken Comm Owing ke
' 1003 Priet :n ) ) ) ' Highlight and left et foo
T el
O il click "Advanced ]
D i Ernvail Dt Payilip Fﬂjl‘" =11} 000 D
0 |wm Commit 3 Prist/Tmail Paysip s i O
O Uingemn® Emplipre e 0.00 om O
0o ws g opo et oo ]
0O ww = ki) il <] ki 1} ond =1} g 0
0O w7 L R el ki ] illi <] L1} il ] 00 ond ]
0 s ey 0oy 010 0o o0 poe oo w0
O ek Select AN 0.05 -1+ il ] -1} Ll ] -1} 008 a
O ey Dzt 21l il ] =1+ 1} ood =1+ 1} il ] =1 1} ood 0
O viees e — T T - T T - T |
O mnosu FRTTRRpe— 005 [l 1} illi o] (11} i) 000 000 O
+ [0 10 [Ermsbmr——T—wo—Tm— 00 0 00 o0 0w oW 0w []

Once you have clicked “Advance Pay”, the below screen will appear.
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Shown above, you can see that the “Advance Pay” for the employees have been created.

Once you have committed the advance pay you are also able to print the payslip as well as view the disbursement. Once you are happy click
close.
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Each time you tick the pay period which you wish to advance pay the next pay period will appear in the below line. This function allows you
to Advance Pay an employee for multiple pay periods.
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Once you have selected the pay period you wish to advance pay, you can right click and then edit the pay. You would do this to make
adjustments for annual leave or sick leave.
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Once you have edited your employee’s pay run, you can now click “Commit”, which will commit the advance pay.



Once you have committed the advance pay you are also able to print the payslip as well as view the disbursement. Once you are happy click
close.
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Shown above, you can see that the “Advance Pay” for the employees have been created.
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