How to delete one or more payslips FAQEN150
m

Prerequisites : Administrator access V1.0

Objective

Payroll Mauritius offers the possibility for an administrator to delete one or more already calculated
payslips of one or more Employees. However, a specific procedure must be followed.

First of all, this point should only be used as a last resort since the logic of the payroll is that, once
issued, the calculation made should not be changed. Nevertheless, exceptional circumstances may call
for such an operation.

Reminder: In the interests of traceability, any manipulation, including and in particular the deletion of a

payslip, is recorded in the software audit log with the date and time of the deletion, the employee
concerned and the person who carried out the manipulation.

How to do this ?

To do this, it is necessary to differentiate whether the payslip to be deleted has already been sent to the
Employee or not, and whether the payslip has already been declared (MRA, NSF...) or not.

If the payslip has not yet been sent to the Employee (and then has not been declared MRA yet), you just
have to make the desired modifications and restart the calculation of the payslip.

To do so, make sure that the pay period is open, then make the desired changes to the pay sections
and/or Timesheet, then enter [Calculate] (1), choose the Employee concerned (2) and simply click on the
[Recalculate] button (3)

Employees Period Salary calculation Declarations Reports Employer
&8, New ~ Aug, 2022 SE  Monthly Salary = {7 Timesheets ~ |= NPFINSFICSG  [=] Statutory reports ¥ Payments ~ g Common sect . Company n
:an Action - ) Period settings | Close period T Calculate v ] PAYE ﬁ Accounting v j * Reports v L+ Settings v o Admin 28

3 T : ees 71 Payroll Calculator

Payslip 4 (&) Print ~ ™ ReCalculate o Validate & Next
Search (' Reload \= Payslip
Department - Office/Site - ; DOE Jane [00002] 23/Jul/2022 - 22/Aug/2022
Code Name NIC D2709831110222 Date Joined:  01/Jan/2018
100004  AUMERRALY Priscilla Post Directrice
W 00010 BEEHARRY Sylvian
% 00002 DOE Jane « Code Sections Revenue Deduction
& 00001 DGE John 1000 Basic Salary 25,000.00
00009  DOE Tom | 2000 Transport 608.00
- & 00005 DOSINGH Vishal 3150 Additional Works Allowance 43,520.00
B 000014 ESSAI PAYE Jean 3500 Special Allowance (6) 250.00
= 00006 MAINGARD Emilie 4010 CSG 375.00
000015 MANISHAB 4100 NSF 214.00
000016  NAINAL ENnn PAVE 49 FOLA 295000
B 00008 RAMASINGH Simla Show All Net Pay. Rs 67,539.00
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If the payslip has already been sent to the Employee but not yet declared, you can use the ReCalculation
(above), but you must also inform the Employee of the change and invite him/her to destroy the
previous payslip received (either on paper if you have printed it, or delete the email if sent by email).

IMPORTANT: If, on the other hand, it is a payslip that has been declared to the MRA, then deletion is
not advisable as it will cause a discrepancy between the figures in the system and those sent.
Instead, we advise you to make an adjustment on the next month's pay slip by adding/removing the
desired amounts.

IF DESPITE EVERYTHING YOU WISH TO DELETE A PAYSLIP

First of all, keep in mind that only the last bulletin calculated can be deleted.

This means that if it is August, and you wish to delete the May payslip, you will have to delete the August
payslip in order, then go to the July period, open it (if it had been closed), delete the July payslip, and so
on down to May.

This is compulsory so that the totals in the software are correctly recalculated.

To delete the payslip (once the period is open), go to the list of employees and click on the & button
located on the employee's line (this button only appears once a payslip has been calculated and
validated).

Employees Period Salary calculation Declarations Reports Employer
8 New ~ Aug, 2022 FH | Monthiy Salary ~ L/ Timesheets ~ |=| nPFINSFICSG |2 Statutory reports ¥ Payments ~ § Common sect . Company “
isw Action ¥ ) Period settings = . Close period || Calculate v ] PAYE ﬁ Accounting v ] Reports  ~ ¢ Settings v g Admin v e
m .z Employees
= Searcl Department * | Office/Site d &) New Employee  [-4] Email all @ Print
e Last name First name Common name Payslip
B 00001 DOE John @ 409202 & =
=2 00002 DOE Jane Ashley Mary » @ ooz & =
= 00003 WAGNER Richard chmosese— B &
— kel - Delete lc_'“
] 00004 AUMERRALY Priscilla (NO NPS/PAYE) @ Uwudizuss = HME
B 00005 DOSINGH Vishal @ 00092022 (& &4

You will be asked to confirm this:

Confirm Deletion

Once you answer "Yes", the bulletin is definitively
deleted. If it was not the last bulletin for the 0 Are you sure to delete the payslip for DOE Jane?
Employee, a message will warn you and the bulletin

will not be deleted. Yes “
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Deleting several payslips

As previously mentioned, the deletion of a payslip for an Employee can only concern the last one
calculated. It is therefore not possible to delete several payslips at the same time (i.e. over several pay
periods) for the same Employee.

However, it is possible to delete all the last payslips calculated for several Employees at the same time
for a given pay period.

To do so, you have to go to the list of Employees, and select the concerned Employees by ticking the box
in front of each of them:

Employees Period Salary calculation Declarations Reports Employer

3 New ~ Aug, 2022 £ Monthly Salary  ~ L Timesheets [z NPFiNSFICSG [ Statutory reports Payments & Common sect | |} Company n
EORF¥

;au Action i) Period settings | Close period 7| Calculate v j PAYE a Accounting j Reports ¥ L? Settings * g Admin ¥

l q_ﬁ:, m sl Employees

= Search Department v Office/Site v &,NewEmplcyee (=4 Email all .,‘jPrint v
Code Last name First name Common name Payslip
v ‘;\ 00001 DOE John &  14/09/2022 &= 4
v ;‘ 00002 DOE Jane Ashley Mary & 09/09/2022 L,E_h i}
J‘Joona WAGNER Richard @ o902 & &
;‘ 00004 AUMERRALY Priscilla (NO NPSIPAYE) & 09/09/2022 L};‘; i}
v ; 00005 DOSINGH Vishal & 09/09/2022 b_ 24
= 00006 MAINGARD Emilie @ oooozozz & &=
Note: You can select all the Employees on the page at once, by clicking on the 20
checkbox at the top of the list, above the individual checkboxes. As a reminder, you 50
can change the number of Employees displayed on the page by clicking on the »100
button at the bottom of the list: 200
L . 500 -
This will allow you to display all Employees and select all Employees at once. 2
ial/ Empiloysas Then click on the. =  button and choose the option to delete
— the selected payslips.
= Search: Der
4 Show Al e Aftervalidation, these are then deleted.

urrent period type only
Note: if in your selection of Employees, a payslip is not the last

@ Delole solecled employees one for a given Employee, it will not be deleted.

& Delete selected payslips«

. Generate file passwords RAL
’ Reset Columns iH
Show All Columns WRD
%' nnnnz CHNEE
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