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Question: How can | view the payroll before submitting it?

In the pay grid choose “Reports” from the left menu. A drop down menu will appear and choose “Pre-Commit Register.”
If the drop down menu does not appear, it is due to a compatibility issue with Internet Explorer. In the latest version on
the toolbar there is an icon that you can click to refresh the page and present it in the compatible format. You will then
be able to see the menu.
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Another internet page will pop up. If this does not happen, please check your pop-up blockers. You may have more than
one you need to temporarily disable. Once you have disabled the blockers you may need to select “Pre-Commit Register”
again. You may be asked if you want to open or save the document. If you only wish to temporarily view the register,
select “Open.” If you prefer to save and review the document at a later time, select “Save.”
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Your pre-commit register will open with Adobe Reader. If you do not have Adobe, scroll to the bottom of any page in
Encore Online and you will see a link to download Adobe. You can now review the payroll before submitting it.
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Note: You will not be able to see if some employee changes are made. For example, address and direct deposit changes
will not be available through the pre-commit register. The pre-commit register only shows what directly impacts the
employees’ checks — for example, rate changes, deduction changes, and withholding changes.
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