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This year if you run your payroll on a Friday your first payroll date of the New Y ear will be
Friday 1% January 2010. We can manually change this to give you aweek 53 therefore your
Week one in 2010 will be Friday 8" January.

PLEASE CONTACT US BEFORE CHANGING TO A WEEK 53 ON 051-396060

NOTE: This should only be changed in Week 51/52 (before you ruhe last period)

To change your calendar to allow for this you should run the following steps:

1. Select ‘Company/Payroll’ and select ‘Calendar’
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2. Select ‘New Calendar’

ﬂ Calendar

" Calendar Detail | Mew Calendar

Period Inz Cost

Wwhs | Month
[ 1

. Moml =]
PayDate | ChegDate | Giro Date | EMT Date Period

0140142009 0740142009 01401 /2009 0140142009
08/01,/2009 02/01,/2009) 02/01/2009 08/01./2009
154012009 1540142009 1540142009 154012009
22/01/2009 22401 /2009 22401 /2009 22/01./2009
23/01/2009 23/01/2009 29401 /2009 29/01./2009
05/02/2009 05/02/2009 05/02/2009 05/02/2009
12/02/2009 12/02/2009 1240242009 12/02/2009
13/02/200919/02/2003 13/02/2009 | 13/02/2009
26/02/2009 26/02/2009 26/02/2009 26/02/2009
05/03./2009 05/03/2009 05/02/2009 054032009
12/03/2009 12/03/200912/03/2009 12/03/2009

O

OROOOROOO

_—

Payrall Detail:
Cost &nalysis Year End 38 EI

Cancel

Business
Partner



3.

4.

Enter in your pay date for the first Thursday of the Year 01/01/2009 and click on ‘Update’.
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Scroll down to see you now have a week 53.
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