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Question: One of my employees worked in two different departments. How do | allocate the hours?

Hit the + sign next to the applicable employee. Another line will drop down with an asterisk. The asterisk corresponds to
the employee’s name. Fill in the hours per job in as many lines as you need.

P h ] MY PROFILE | HELP | CONTACT US | SIGN QUT
ay g o1ce PAYROLL EMPLOYEE SERVICES | | FRONT ROW REPORTS PAY VIEW SETTINGS

HOME | RUN PAYROLL | EMPLOYEES | COMPANY | REPORTS

DATA ENTRY HAS BEEN SAVED.
REPORTS v | ADD NOTE Checl Date: 6/13/2008 for Pay Period: 5/31/2009 to 6/12/20039 =

& Set Pay Run Options | Paygrid Check Date: 6/19/2009 |
Deduction/Tax Options

= Dsts et M save g Caloulate | o Add Empto Grid |5 Add Addi Check Bl Add Column [G] Seash | [ Show AllRows (53 Print
ata Entry

Payarid Overrigg « Emp 2 Name + SALARY REGULAR OVERTIME Base VACATION  SICK OTHER MILEAGE COMMISSION EXPENSE DEPARTN
Import File HOURS HOURS Rates HOURS HOURS §55 REIMBURSEMEIALLOCAT
Adjustments 19 CONTACT, IMA 10,000.00 ADMINIS
Check Calculator EF ne 14 GOSPEL, JOHN SALES
Clear Pay Input =
Notes no 13 GOSPEL, LUKE ADMINIS
Submit Pay Run
no 12 GOSPEL, MARK 1,000.00 SALES
no 11 GOSPEL, MATTHEW 1,500.00 SALES
no 16 HARRISON, GEORGE 1,000.00 SALES
no 18 LENNON, JOHN 1,500.00 SALES
no 15 MCCARTNEY, PAUL ADMINIS
no 110 Nards, Leo SALES
no 112 Ngelo, Michael A 7,500.00 SALES
i2

Hit the blank space in the Department Allocation column. A drop down arrow will appear. Hit the arrow and select the
department that corresponds to the hours.
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