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1 BACKUP YOUR DATABASE 
 Login into Payline Payroll 
 Click Back up icon menu 
 Select back-up option on the screen 
 Click ok and back-up file will automatically open in the saved folder. 

 

2 EXPORT PAYROLL JOURNALS BEFORE 

ADJUSTMENTS 
 Click Payroll and a dropdown menu will show 
 Select payroll journals export 
 Click Export 
 Set period from 1 August 2022 to 31 October 2022 
 Tick Inc Employer Payments and select XLS 
 Click Export Journals and choose folder you want to save in 
 Journals will automatically open in excel when done 
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3 DOWNLOAD NEW TAX TABLES 
 Choose your Tax tables and download from http://paylinepayroll.co.zw/tax-tables/   and save on 

your computer. 
 NB: To download click each of tax tables to your machine and note that if you are running a 

i. Monthly payroll, download Monthly and Annual Tax Tables 
ii. Weekly payroll, download Weekly and Annual Tax Tables 
iii. Fortnightly payroll, download Fortnightly and Annual Tax Tables. 

3.1 UPLOAD TAX TABLES IN PAYLINE PAYROLL 
 Access Utilities menu and dropdown menu will show 
 Select data import 
 Click tax tables 
 Select Import file and select the downloaded tax tables 
 Click on load file and select upload data. 
 Click OK when tax tables have uploaded successfully. 

 

4 PAYE ADJUSTMENT RE-RUN 
 Click Payroll and a dropdown menu will show 
 Select Payroll Adjustments and click on PAYE previous year adjustment 
 Tick current year and All employees 
 Select period and Click re-run 
 An instructions screen will open once you have read & understood click yes 

NB: Follow the same steps for all closed periods starting from 202208 followed by 202209 and 
lastly 202210 

http://paylinepayroll.co.zw/tax-tables/
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5 EXPORT PAYROLL JOURNALS AFTER 

ADJUSTMENTS 
 Click Payroll and a dropdown menu will show 
 Select payroll journals export 
 Click Export 
 Set period from 1 August 2022 to 31 October 2022 
 Tick Inc Employer Payments and select XLS 
 Click Export Journals and choose folder you want to save in 
 Journals will automatically open in excel when done 

 


