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Purpose: to use supplementary pay slips to correct leave payments that were omitted or paid in error in a 
previous pay.  When to use: 
 
Scenario (1)  An employee on leave was paid for hours worked instead of leave in the normal pay run 
Scenario (2)  An employee was paid the incorrect leave type 
Scenario (3)  An employee was paid as being on leave but actually worked those hours 
 
How to use a supplementary pay slip 
 
A supplementary pay slip is accessed from File, Maintenance and Supplementary Pay slips 
 

 
 
Read the warning screen and select OK. The warning screen explains that the boundaries of a normal pay 
have been removed, therefore the pay slip needs to be checked very carefully before saving. 
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Select your employee: 
 
Scenario (1) To reverse payment of hours worked and paying leave instead. 
 
Clear the timesheet hours, click next. In the Adjustments Screen>Leave>Add the leave that should have 
been paid. 

 

 

 
This will reduce the employee’s leave hours against that leave type and record the leave as having been 
taken.  You will then need to reverse the dollar value so that the employee’s year-to-date payments do not 
show them as having been paid more than they have. 
 
In the adjustments screen>Allowances>Add an Adjustment Deduction allowance that is a gross (taxed) 
deduction for the dollar value of the leave payment. 
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Click Next to go to the payslip. The pay slip should show a deduction of the gross figure and an addition of 
the leave payment with a net figure of zero. You can now save the payslip. 
 
 

 
 
Important: Make sure you double check the pay slip before saving. 
 
 
Scenario (2) Reversing one leave payment and paying the correct leave type. 
 
Example: Annual Leave was paid when the employee was on Sick Leave, you need to reverse the Annual 
payment and pay out Sick leave.  In the supplementary pay slip, clear any times from the timesheet screen, 
click next. In the Adjustments screen>Leave>Add Sick Leave enter the correct hours, Click OK. 
 
Then, Add Annual Leave, put a negative hour value in the total hours field to credit back the Annual leave 
hours to the employee’s leave entitlement. 
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Scenario (3) Reversing leave payment and paying for hours worked. 
 
Example: Employee was paid leave but they actually worked. 
 
Choose the PPE that the employee worked in. Go to File>Maintenance> Supplementary Pay Slip 
In the supplementary payslip, add the times the employee worked in the timesheet screen, click next. In the 
Adjustments screen>Leave>Add the Leave that was paid out in error, enter the hours in total hours with a 
negative value in the total hours, Click OK. Click next. Check that the pay slip has a zero net figure. Save 
the timesheet. 
 

 
 

~~ Tips ~~ 



If you are rebanking an employee’s wage it will not reduce the amount on the aba file. It will only reduce   
   the amount in the employee’s year to date earnings records. 



If you are putting through an additional payment for an employee, you may choose to do this in the  
   current PPE or in the next PPE. If you choose to do it in the current PPE you will need to re-run any  
   reports printed and distributed to reflect this additional payment. If you may the payment in the next PPE,  
   you will need to remember when creating the aba file at the end of that PPE that it should not balance to  
   the payment summary. 

 
 


