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PAYROLL YEAR-END: 

□ June Payrolls:

There are 3 Payrolls to process for June

IMPORTANT: Initiate pay for each June Payroll prior to submitti�g 

and/or running the following reports. 

How To: 

• Go to HR/Payroll-Payroll-Payroll Status and Press Go

ti' This will take you to the list. 

ti' Highlight and Open the 6/30/2020 Regular, process and 

submit as you normally would 

ti' Run the Pay01, Pay22, Pay99 and Pay15 reports 
• Return to the list (HR/Payroll-Payroll-Payroll Status)

ti' Do not submit 

ti' Highlight the 6/30/2020 July Prior Year 

ti' From the magnifying glass, snap shot the three reports 

(Pay01, Pay22 and Pay99) and print 

ti' Verify no Labor Errors 
• Return to the list again (HR/Payroll-Payroll-Payroll Status)

1,1' Do not submit 

v Highlight the 6/30/2020 August Prior Year 

v From the magnifying glass, snap shot the three reports 

(Pay01, Pay22 and Pay99) and print 

v Verify no Labor Errors 
• Email production@scoe.org certification page and Pay01

report, signed by supervisor or an administrator, for all three

6/30/2019 payrolls identifying on each report "Regular", "July

Prior Year" and "August Prior Year"

v' Do this even when there are zero dollars 

ti' Send all 3 payrolls in one email but 3 separate 

attachments. 
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