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Create & Delete
Activity Codes

Instructions

Purpose:
To demonstrate how to create or delete 5an activity code in Vantage Financial

quick reference guide

1. Log into Vantage Payroll.

2. From the Global Navigation search bar, type ACTV for Activity Table.
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3. Click the Create button in the top right corner to create an activity code.
3
Activity « - :
v Search &
Fiscal Year Department Activity
| & | & |

Name

m Reset

4. Enter all the required fields.

Cancel

5. Click Save & Close. The activity code is now ready for use.
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Deleting an activity code:

1. From the Global Navigation search bar, type ACTV for Activity Table.
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2. Use the search parameters to locate the activity code you would like to delete and click

Search.
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3. Locate the line with the activity code you want to delete. Click the 3-dot menu - and

click Delete.
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You have now removed the invalid activity code.
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