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0 Click on CompanyDB
dropdown list. Make a
selection.

In this example, we will select
DB3147_twol8.

"$file § Budgets S Veriances |3 Reports

- g Print [T Exportto Excel % Printto PDF  [7]) AutoSize Columns

CompanyDB BudgeatID PPODnum PeriodID PPD_SY

1 | | 1 | Fre

O Click on the BudgetID
dropdown list. Make a
selection.

In this example, we will select
2020 Budget.
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01/01/0001
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— Note: You can set up this © httoPDF - AutoSize Columns
© g‘:'rir:)dnatm;rp";jz@fési'week'y PPDnum  PeriodID PPD_Start PPD_End PayDate
1 0 01/01/0001 |:] 01/01/0001
For.this example, we will setup 2 o 01/01/0001 01/01/0001
a bi-weekly pay schedule. . : 1 1
3 0 01/01/0001 01/01/0001
4 0 01/01/0001 01/01/0001
s [ o '01/01/0001 | 01/01/0001
6 0 | 01/01/0001 01/01/0001
l7 [0 04/01/0001 | 01/01/0001
........ P e P P I
s — T T
o o 01/03/0001 | 01/01/0001
ETR 0/01/0001 | 01/01/0001
........ S P P e
........ T P P P B
........ I P P e
5 0 01/0/0001 | 01/01/0001
........ e P P P I
17 0 01/01/0001 01/01/0001
— - — v | P
9 |0 01/04/0001 | 01/01/0001
20 0 01/01/0001 | 01/01/0001
21 0 01/01/0001 ' 01/01/0001
...... zzn ﬁﬁﬁﬁﬁdﬁimmm{&i)&ik&dﬁfm”””m”m
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O Alt + Tab to an excel
spreadsheet with the pay
period start, pay period end
and pay dates already
populated.

12/18/2022
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O Right-Click Copy or Control C,
to copy.

=

TIETIT

B3-14

Jan 28, 2019

4 0of 8




zgidwani

iorad UG-How to Change an Hourly Pay Scale

i [ e ]

e B e e Ty e

) 9 n (R ELRENTT D
O Alt + Tab back to Dynamic Select All Ctrl=A
Budgets. 0 O
. ' T 0 Ctrl+C D
Right-Click paste or Control V,
to paste. 0 O
0 O
AutoSize Columns Ctrl+G
0 O
i 0 Find and Replace.. Ctrl+F 0
0 Check All 0
10
O Checkmark Enabled.
Then Control C, to copy or
right-click, copy for all of the =nd PayDate
dates present. 2022 01/05/2023
2023 01/15/2023
/2023 02f02/2023
/2023 02/16/2023
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O Press Shift+Down Arrow until
the an enabled checkmark is
present for all dates.

n

3 PayDate Enabled

/2023 03/16/2023 ' 'l
203 | 03/30/2023

/2023 04/13/2023

2023 | 04/27/2023

/2023 05/11/2023

/2023 | 05/25/2023

/2023 os/08/2023 | |
203 os2203 I O
203 |o7jos203 |

2023 | 07/20/2023

/2023 08/03/2023
e | |
T
2023 | 09/14/2023

/2023 09/28/2023

=T e

/2023 10/26/2023 :
|
203 wzpes | [0
2023 12072023 0 [
/2023 12212023 | ]

e P | =
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In this example, the PeriodID
is1for the first row.

12/18/2022

12/31/2022

. il PEyUATE Efacien ]
O antrol V, to paste or Right- 022 01/05/2023 ]
click, paste. 2023 01/19/2023 ~
2023 |ozoz03 | M
s T
s PR e
- P
2023 | 03/30/2023
oo s o
s PP
2023 05/11f2023
o P g
mnnmmun |
mzsueﬂmun e
03 | 07/06/2023 “
- P
mzsummuz:
f:nnns,rm:un L
f2023 wpyes § M
- PR = Q ..................
noz3nmmuzj E .
12023 10f12/2023 : %
fznﬂ ek 10;’2&;’:03 - E
13
O beriodiD is the month of the
PayDate. Jan=1, Feb=2, so on jii AutoSize Columns
and so forth. hum al

01/05/2023

Please enter the PeriodID for 0jas/aa 01/28/2023 02/02/2023
the rest of the rows for the 01/29/2023 02/11/2023 02/16/2023
yea r | [l Nk e N i [ v e i | NIMAEMNEYT ] e 2 e ] 1 i
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14
0 Click on Save. |
- @ Print 5 Exportto Excel % Printto PDF [J] AutoSize Columns
CompanyDB BudgetD PPDnum  PeriodD PPD_St
' R 1 | 12/18/]
15
O A message will appear that
reads, Pay calendar save
successful CompanyDd |I:B314? two 18 "'J BudgetlD |""l""'a"'a"':|’;'Et
...... s T e AL e B A Emﬂu{:nlumns
CompanyDB BudgetD 'PPDnum  PeriodD PPD_St
DB3147_twol8 | 2020 Budget K 1 | 12/18/]
oo oo i'iﬁiﬁ'éﬁ&ﬁ'& ......... T o oot
16
O That's It. You're Done. —
DYNAMIC E%I}[E
| BUDGETS A

That’s It. You’re Done.
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