Lock or Unlock Payroll from Further
Edits
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To LOCK Payroll

e Run Payroll by PressingSHOW REPORT of Export as CSV
e PressLock Payroll

o After locking, employee time data and tips will no longer be editable

Reports i) Last Pay Period was Monday. Sep 26, 2022 6:00am to Sunday. Oct 9, 2022
Safnee ) Current Pay Period is Monday. Oct 10, 2022 6:00am to Sunday Oct 23, 2022
(CNotiy when bone
‘ Payroll v IAu 29,2022 @J(o} Sep 11,2022 (| U Allow Single Week Range Show Report
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HTML / PDF [ CSV Report Status Delete All Reports
Status Requestedon  Time Name Download / Open
Ready Oct10,7:08am 0013 Payroll_1i42_Aug 29_to_Sep | htmi

=8 save Snapshot as Dolce
< View Report

Clock CSV
Ready Oct10,7:07am 00:10 Payroll_1142_Sep 26_to_Oct | atml &, View Report

Ready Feb10,3:03pm 00:06 Payroll_1142_Jan17_to_Jan & html oy View Report

@ Lock Payroll - shifts, Clock-Ins & Tip Bundles, PTO,etc | |Email Addres

Send Payroll CSV CSV to Email

If you need to UNLOCK Payroll, simply repeat the running of the payroll report, and presdUnlock
Payroll
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