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How to Capture Back Pay 

1 Access Back Pay Screen 
 

We access the menu for back pay through the menu Bulk Process> Bulk Back Pay. Use this screen  if a 

previous payroll run has been done in the system. If there is no previous payroll run in the system then 

use manual calculations and capture back pay as a benefit for that period that you want to run. 

 

 From the back pay screen we select the following options as shown below 

 Basic Salary 

 Benefit 

 Allowance 
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Select the starting period, this will then bring up the employee amounts as from that period. If one selects 

Basic Salary for 20201 then the basic salary as of that period is what will be used to calculate back pay. 

 

Enter the name and description ensuring to have the correct account category 

 

 

Input the rate as an interger e.g 10% is captured as 10 
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Click on overtime if the back pay is to consider over time. Over Time however can only be selected if it is 

for Basic Salary. 

 

You can select employees by using Grade, Organisation or by Department . 

When selecting by Department or Organisation click on the load button to show the employees. 

When you use grade each click on the grade will select the employees under that grade 
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1.1 Saving Back Pay 

When you have entered the rate and selected the emplohyees click on Apply for the calculations to occur. 
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The system will have given a suggestion for the number of periods for  the back determined by your 

selected of Periods to process. If this is not correct you can enter your Multiply number . 

Click on save and the system will save the back pay waiting for be processes when you next run the 

payroll. 
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1.2 Run Payroll 

After your run for payroll for the next payroll period you should see the back pay. 

 

 


