Sage Partner Payroll

Did you know...

Question:

How do | delete an unused pay frequency?

Solution:

In this example, we will be deleting the weekly pay frequency.

Important Information

sage

You cannot have any employee Masterfiles linked to the profile you wish to delete.

1.

Go to Utility...System Status.
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2.

Ensure the Employee Status...Weekly...Total is “0”.

" System Status

[l

Last Legizlative Releaze Done for Tax Year 2017

Toatal Employes Status Users
Erployees 3| [Processed Employees Erplayees On Leave 0 Aelive BD;?I':
Mew Employess 3| (Mot Processed Employees Terminated Emplovess 0
Pay Frequency Status
M onthly Weekly Fortrightly
Current Period Mo, 1| [Current Period Mo, 1| [Current Period Mo, 1
Period End D ate 31/03/2016 | |Period End Date 04/03/2016 | |Period End Date 11/03/2016
Month End D ate 31/03/2016 | |Month End Date 25/03/201E | [Month End Date 25/03/2016
Employee Status
Tatal M Mot Proc Frocessed Onleave Teminated
Monthly 2 2 1] 0 0 1]
weskly 0 0 0 0 0 0 -
Fortnightly 1 1 i} 1] 0 i}
Tawrear

3.
4.

Select “OK”.

Go to Edit...Employee Profiles.
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5. Browse and select the “Weekly Profile”.

B Edit Employee Profiles
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@ Code O Mame

Cloze l [(Enter> =5Selec

Zoom From | | [lransac:tion Held

Profile Code Frofile Description
1000 tonthly D efault

Weekly Default

3000 Fortrightly Defaul ‘

6.  Select the second icon on the top left hand side of the screen that reads “Delete”.

[ Edit Employee Profiles

& | T H'_.
S HEB Y14 00000
Details
Code 2000 Block [
Description |W'eek|_l,l Default |
Tranzactions ] Leave ] Warking Days
Pay Frequency IWeekIy vl
Payment Method ICash vi
Tax Method IAverage 'l
réllocation
Pay Pairt | | | |

Cost Centre | | |

Job Code | | |




7.

Select “Yes” on the confirmation screen.

B Edit Employee Profiles

S BRE Q1A 00000

[ etail
Cods 2000 Block [
Description |W'eek|_l,l Default |
- .
. General Edit Employee Profiles | [orking Days
~ Fayment

Pay Frequency
Payrnent Method

Tax Methad

.

—
@ Do you want to delete this profile?
k- r

r&llocation

Pay Point

Cost Centre | | |

Job Code | | |

8.
9.

Close this screen.
Go to Setup...Pay Frequencies.

[ Setup Pay Frequencies - Sole Access Mode

. Manibly Weeky | Foimghty | Holdays
Process Manthly Starting konth
First Month End D ate Maonths in T ax Year
Month | Month End D ate Fifth Special Status
1 032016 O O hat run
2 30/04/2016 O O Mak run
3 052016 O O Rt run
4 30/0B/2016 O O Mak run
5 NAOF20N6 O O Rt run
g /08,2016 O O Mak run
7 30/09/2016 O O Rt run
a HNA0SLZ016 O O Mak run
] 301172016 O O fat run
10 HNAZE06 O O Mak run
11 A7 O O fat run
12 280252017 ] ] Mat run

Cancel
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10. Select the “Weekly” tab.

I Setup Pay Frequencies - Sole Access Mode
Morithly Weskly TT| Fomnighty | Holdays oK
Process Weekly Starting ‘Week
First\week EndDate  [04/03/2016 = ||Fiiday Weeks in Tax Year
onth Month End | End Period Fifth Special Status
1 25/03/2016 4 [T O Mot run
2 23/04/2016 3 O Mot run
3 27/05/2016 13 O O Mt run
4 24/0B/2016 17 O O Mot run
5 29/07/2016 2 O Mt run
B 26/08/2016 26 O O Mot run
7 30/03/2016 E] O Mt run
g 28/10/2016 35 O O Mot run
g 25/11/2016 £ O O Nt run
10 | 30/12/2018 44 O Mot run
| 270172007 43 O O Nt run
12| 24/02/2017 52 O O Mot run

11. Deselect the check box “Process Weekly” to deactivate the pay frequency.

[ Setup Pay Frequencies - Sole Access Mode
r onthly ] Wwieekly \I Fartnightly ] Holidays ak
Process Weekly L] - Starting Week I:I
Firgt *Week End Date | || | Wwieeks in Tax Year I:I
Manth Month End | End Period Fifth Special Status

12. Select “OK”.



13. Go to Utility...System Status.
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14. The “Weekly” option located under the “Pay Frequency Status” section will be inactive.

B System Status 3
Toatal Employes Status Users
Erployees 3| [Processed Employees 0| [Ermployees On Leave 0 Aelive BD;?I':
Mew Employess 3| (Mot Processed Employees 0| [Terminated Emplovess
Pay Frequency Status l
M onthly Weekly Fortrightly
Current Period Mo. 1| |Curent Period Mo Current Period Mo, 1
Period End Date 31/03/2016) |Period End Date Period End Date 11/03/2016
Month End Date 31/03/2016| |Month End Date Month End Date 25/03/2016

Employee Status

Tatal M Mot Proc Frocessed Onleave Teminated
Monthly 2 2 1] 0 0 1]
" eekly 1] 0 1] 0 0 1]
Fortnightly 1 1 i} 1] 0 i}

Tax Year
Last Legizlative Releaze Done for Tax Year 2017

15. Select “OK”.



16. At the bottom of your screen, you will now only have the pay frequency/frequencies
that you make use of.
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