How to Batch Post Paychecks

1. Click Batch Posting from Payroll module.
2. Click Select All grid icon to check all the records for posting.

Batch Posting

Recap Close
Details
Batch Noi  DATCH-934
[ Clear sl Q Open 88 Layout Q4 | Filer Records (F2)
Pay Date Paychack Ma. Employee Mo Mame Period From Period To
B/5S2016 PCHK-128 MCMORALES Mary C Morales 13152018 211312018 -
6842016 PCHK-124 LJOBRIEM Linds ] Obrien 1312046 211312016
67972016 PCHI-123 TGLEE Travis G Lee 173172018 213208
64842016 PCHK-122 LOTURKARN Lucy D Turman 173172016 21372016
B/5S2016 PCHK-120 ACIOHMSOM Amy C Johnson 13152018 211312018
6842016 PCHK-118 WYGOMZALES Wiillism W Gonzales 1312046 211312016
67972016 PCHE-118 MBICKEL James M Bickel 173172018 213208
64842016 PCHK-117 TACRUZ Thomas A Cruz 173172016 21372016
B/5S2016 PCHK-118 KPCOX Kendra P Cox 13152018 211312018
6842016 PCHK-115 JBFLORES Judy B Flores 1312046 211312016
67972016 PCHI-114 HDGRIDER Helen D Grider 173172018 213208
® 0 0 Ready

@ Click Clear All grid icon to deselect all checked records in the grid.

To search for specific criterias, the advanced filter can be used.

3. Click Post toolbar button.

Batch Posting

t| Recap Close

Details
Batch Mo | BATCH-934
Select All [ Clear Al QL Open 88 Layout Q. Filter Records (F3)
Pay Date Paychack Mo Emplayes ho Mame Periad From Perind To
6/8/2016 PCHK-126 MCMORALES Mary € Morales 113112016 21372016 =
5/8/2016 PCHI-124 LJOBRIEN Linda ) Obrien 13112016 21372016
/872016 PCHK-123 TGLEE Travis G Lee 173112016 21372016
5812016 PCHI-122 LOTURMAN Lucy D Turman 143112016 21372016
6872016 PCHK.120 ACJOHNSON Ay €Jahnson 113172016 21372016
6/8/2016 PCHK-119 WVGONZALES William W Gonzales 113112016 21372016
5/8/2016 PCHI-118 IMBICKEL James M Bickel 13112016 21372016
/872016 PCHK-117 TACRUZ Thomas A Cruz 173112016 21372016
5812016 PCHI-116 KPCOX iandra P Cax 143112016 21372016
6872016 PCHK.115 IEFLORES Judy B Flores 113172016 21372016
6/8/2016 PCHI-114 HDGRIDER Helen D Grider 113112016 21372016
@0 5 Ready

(D Click Post Preview tab to check the selected paycheck/s post preview transaction details.

4. Batch Posting Details screen will display whether the selected paycheck/s is posted or not and why.



5. Click Close toolbar button.

Batch Posting Details

Close

Details

Q open B8 Layour QU Filter Records [F3)

Recard Mo Description

PCHK-124 Transaction posted successfully!

Posted=1  Failed=10

@

0 Ready

(D Paychecks can be opened by selecting the paycheck/s then clicking Open grid icon. Advanced filters can also be used if necessary.

a. Click Batch Posting from Payroll module.
b. Click Select All grid icon to check all the records for posting.

Batch Posting

Post Recap Close

Details
Batch Noi - BATCH-354
[ Clearall Q. Open 88 Layout Q| Flter Records (3]

Pay Date ’ Paychack Ma. Employee Mo Mame Period From Period To
B/9/2016 PCHK-126 MCKMORALES Mary C Marales 13112018 271312018 -
6872016 PCHE-124 LIOBRIEM Linda ] Obrien 1312016 271312016
6/9/2016 PCHEK-123 TGLEE Travis G Lee 13ene 13206
6/9/2016 PCHK-122 LDOTURKARN Lucy D Turman 173172016 2/13/2016
B/9/2016 PCHK-120 ACIOHMSOM Amy C Johnson 13112018 271312018
6872016 PCHE-118 WYGOMZALES wiillism W Gonzales 1312016 271312016
6/9/2016 PCHK-118 IMBICKEL James M Bickel 13ene 13206
6/9/2016 PCHK-117 TACRUZ Thomas & Cruz 173172016 2/13/2016
B/9/2016 PCHK-118 KPCOX Kendra P Cox 13112018 271312018
6872016 PCHE-115 JBFLORES Judy B Flares 1312016 271312016
6/9/2016 PCHK-114 HBGRIDER Helen D Grider 13ene 13206

@ & VU T Ready

@ Click Clear All grid icon to deselect all checked records in the grid.

To search for specific criterias, the advanced filter can be used.




c. Click Post toolbar button.

Batch Posting

Post| Recap  Close
Details
Barch Mot | BATCH-994
[ SelectAll - [] Clear Al Q, Open 88 Layout QU Filter Records [F2)
Fay Date Paychack Mo Emplayes No name Feriad From Perind To
6/8/2016 PCHK-126 MCMORALES Mary € Morales 113112016 21372016
5/8/2016 PCHI-124 LJOBRIEN Linda ] Obrien 13112016 21372016
/872016 PCHK-123 TGLEE Travis G Lee 173112016 21372016
5812016 PCHI-122 LOTURMAN Lucy D Turman 143112016 21372016
6872016 PCHK.120 ACJOHNSON Ay €Jahnson 113172016 21372016
6/8/2016 PCHK-119 WVGONZALES William W Gonzales 113112016 21372016
5/8/2016 PCHI-118 IMBICKEL James M Bickel 13112016 21372016
/872016 PCHK-117 TACRUZ Thomas A Cruz 173112016 21372016
5812016 PCHI-116 KPCOX iandra P Cax 143112016 21372016
6872016 PCHK.115 IEFLORES Judy B Flores 113172016 21372016
6/8/2016 PCHI-114 HDGRIDER Helen D Grider 113112016 21372016
@ @ U b Ready

(D Click Recap toolbar button to check the selected paycheck/s recap transaction details.

d. Batch Posting Details screen will display whether the selected paycheck/s is posted or not and why.
e. Click Close toolbar button.

Batch Pesting Details

Close
Details
Q Open B3 Layout Q4 | Filter Recaords (F3)
Recard Mo Description
PCHK-124 Tranzaction posted successfully!
Posted=1 Failed=0
@ © U Ready
Paychecks can be opened by selecting the paycheck/s then clicking Open grid icon. Advanced filters can also be used if
necessary.

a. In Payroll module, single click the Batch Posting menu.



b. Use the Advanced grid filter to filter the Pay Period.

(5 Batch Posting EV=1ES)
Post  Recap | Close
Batch No: | BATCH 752 ]
selectAll [ Clear &l | View Bjtayout~ P |Filter Records (F3) ] ©) Clear All Filters
@ period From ||| contains | [ 08/01/2015 ]
© [Period To | |[contains [ [08/14/2015 ]
Pay Date Paycheck No. Employee No. Name Period From Period To
08/15/2015 PCHK-18 IDBarry Jamie D Barry 08/01/2015 08/14/2015
08/15/2015 PCHK-17 JDBarry Jamie D Barry 08/01/2015 08/14/2015
08/15/2015 PCHK-16 MISharp Marissa ] Sharp 08/01/2015 08/14/2015
08/15/2015 PCHK-15 MISharp Marissa J Sharp 08/01/2015 08/14/2015
08/15/2015 PCHK-19 PCRodriguez phylis C Rodriguez 08/01/2015 08/19/2015
08/15/2015 PCHK-13 PCRodriguez Phylis C Rodriguez 08/01/2015 08/14/2015
@ D | Ready
c. Check the Paychecks on the list to Batch Post them.
d. Click the Post toolbar button.
e. This confirmation message will be shown:
5 Batch Posting E3(=1E]

Batch No: | BATCH /52~ ]

3 Batch Posting Details

[@] Select All [[] Clear a1l \Q\rymnv T

PCHK-16 MISharp PCHK-17 Transaction posted successfully!
PCHK-15 MIsharp PCHE-16 Transaction posted successfully!
PCHK-14 PCRodrig PCHE-15 Transaction posted successfully!
08/15/2015 PCHK-13. PCRodrig PCHK-14 Transaction posted successfully!

PCH-13 Transaction posted successfully!

B=1E)
@ ‘ Period From |V ‘ ‘ Contains |V‘
@‘Pennd To |VHCnntalns |V‘ 08/14
S~ = =5 Q, view | B ayout - P | Filter Records (F3) ]
cChnn e Record No Description
e Doty PCHE-18 Transaction posted successfully!

Posted = 6 Failed = 0

@ O )| Ready @ || Ready
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