
Finalize Payroll 

Finalize Payroll 

This menu is done after all data for the pay 
period has been entered and payroll has been 
calculated, verified and saved.  

Help Files 

Click the information icon to access step-by

-step instructions for this particular menu. 

Quick Start Guide 

Error 

1) Click this button to view the 
errors on the pay run.  

Retry Finalize 

2) When the errors have been 
corrected, click this button if the 
error does not require you to 
recalculate the pay run.  

Finalize 

3) Click this button to continue 
finalizing payroll.  

Finalize Pay Run 

4) Indicate if leave should be accrued or if 
the method of payment should change. 

Finalize 

5) Click this button to finalize payroll.  
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