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Payroll Journal

Modified on: Thu, 23 Dec, 2021 at 2:40 PM

Synopsis: This manual walks through how to access and utilize the ‘Payroll Journal’. With the Payroll Journal you can make small adjustments to payroll
documents. If you have to adjust something in history, you will use the payroll journal. You can also use the Payroll Journal to move a withholding from one payroll

code to another or from one deduction to another.
NOTE: If you intend to use the Payroll Journal for moving amounts from one payroll code to another, then there is an additional setup step at the end of this manual

1. ACCESS THE ‘PAYROLL JOURNAL'

e you can access the Payroll Journal from the Full Payroll Menu in the ‘Payroll Processing’ column.
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PAYROLL JOURNAL | WORK DATE: 10/10/2019 " SAVED [ &
Batch Name DEFAULT |
Manage 6} Post & Payroll Employee gl Print Check... Eg! Print All Checks... Actions Navigate --* ¥
Document
Employee No. No, Posting Date  Pay Cycle Period Payroll Tvpe Payroll Code Description
TEST-EMP-AR | PINL10001  1/24/2019  Week 32019 Eamings ~ REGULAR  Regular
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2. ENTER DATA INTO ‘PAYROLL JOURNAL’

* elect or Enter ‘Employee No.’

¢ ‘Document No.’ will auto-populate

» Select a ‘Posting Date’

* Select a ‘Pay Cycle Period’

¢ Select a ‘Payroll Type’

o Select a ‘Payroll Code’

* The ‘Description’ auto populates

« Enter ‘Hours’

« Enter ‘Rate per Hour’

¢ ‘Total Amount’ will auto calculate

+ ‘First Name’ and ‘Last Name’ will auto populate
+ Enter additional details as needed (dependent on setups, dimension codes etc.)

e PAYROLL JOURNAL | WORK DATE: 10/10/2019 " SAVED il &=
Batch Name DEFAULT
|
| < = =
Manage [ Post & Payroll Employee g print Check... B8l Print All Checks... Actions Navigate --* S
Document
Employee No MNa. Posting Date  Pay Cyde Period Payroll Type Payroil Code Description
TEST-EMP-AR PINL100CT 1/24/2019 Week 3 2019 Earnings REGULAR Regular
= TEST-EMP-CA © PINL10001  1/24/2019  Week 3 2019 Earnings REGULAR Regular I

3. POST JOURNAL ENTRIES

¢ Select ‘Print Check’ to print the check for the line you have selected
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& PAYROLL JOURNAL | WORK DATE: 10/10,/2019 " SAVED [
Batch Name | DEFAULT
|
| -, =] =] <7
Manage [6} Post & Payroll Employee Egl print Check... Egl Print All Checks... Actions Navigate - o
Bocument
Employee No. No. Posting Date  Pay Cycle Period Payroil Type Payroll Code Description
TEST-EMP-AR PINL1000T [1/24/2019 Week 3 2019 Eamings REGULAR Regular
—> TEST-EMP-CA  : PINL10DO1  1/24/2019  Week 32019 Earnings REGULAR Regular I

¢ Select ‘Print All Checks'’ to print checks for all lines

e PAYROLL JOURNAL | WORK DATE: 10/10/2019 " SAVED TS
Batch Name | DEFAULT
|
| . = =
Manage [Gl Post & Payroll Employee gl Print Check... Eg] print All Checks... Actions Mavigate - iTg
Document
Employee No. Na Posting Date ~ Pay Cycle Period Payroll Type Payrall Code Description
TEST-EMP-AR PINL1O001 1/24/2019 Week 3 2019 Eamings REGULAR Regular
e TEST-EMP-CA L PINL100OT 1/24/2019 Wesek 3 2019 Earnings REGULAR. Regular
ADDITIONAL SETUP STEP

* As outlined in the Synopsis Note, if you need to use the payroll journal to move amounts from one payroll code to another then complete the following setup

steps before attempting this:

1. Open ‘Payroll Setup’
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2. In ‘Payroll Setup’ scroll down to ‘Advanced Settings’ and select a bank account in ‘Journal Transfer Account No.’ field.
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Payroll Setup

Payroll Journal: Payroll Now
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