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Pay Register Management (REGPAY)

Instructions

REGPAY -
. . Bizz Lightyear

Use this to query check details, hours worked, @ o A etor

cancelled checks, and one-time payments. & (Account eftngs) | ©> sign ot

Ja My Roles

Field HR
1. From My Profile, select the Payroll Tl

Administrator role.

Employee

Central HR

Supervisor

2. From the Global Navigation search bar, type REGPAY for Pay Register Management.

- | REGPAY Q

REGPAY Pay Register Management

3. On the Pay Summary tab, under the Filters section, add the Year and Run
Number.

4. Click Search.

Pay Register Management

Pay Surmenary (1)

@&

Filter
Year Rus Number
028 10 1




5. View results in Grid Actions.

6. Click Expand ' to view additional information.

Rus Nambee 3 Rus Dute RenType & PayCyele 2 Payrell Group & Paproll Mumber &

Stant Gate Ena Date
1872025 032872025

Click on the Pay Summary Totals to view the results.

Pay Register Management +»

Pay Summary (1) Pay Summary Totals Pay Location Summary Pay Location Summary Category/Event Category/Event
Totals Summary Summary Totals

~ Run Standard Totals

Total Gross Pay Total Reimbursable Expenditures Total Fringe Pay
$6,766.16 $0.00 $4,727.55

Run Cancellation Totals

Total Gross Pay Cancellations Total Rei pendi C; i Total Fringe Pay Cancellations
s0.00 $0.00 $0.00

Run Adjustment Totals

Total Gross Pay Adjustments Total Rei pendi j Total Fringe Pay Adjustments
s0.00 $0.00 $0.00

Pay Location Summary tab

1. Under Filters section, enter the Year, Run Number and Pay Location Summary
Totals.

2. Click Search.

Pay Register Management - € mack

Pay Location Summary Pary Location Summary Category/Event
m Total Sonmmer

¥ieae Run Rumbee Pay Leeatien
2023 0 .
P Showkdose

3. View results in Grid Actions.

4. Click Expand ' to view additional information.
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Bus Number 5 Bus Dabe & RunType & PayCycle & Payroll Number & Pay Lecatica =

Chack Dute Payrodl Govag. Start Date End Date
04112025 BWKY 03152025 028005

View results on the Pay Summary Totals tab.

Pay Register Management +«

Pay Summary (1) Pay Summary Totals Pay Location Summary Pay Location Summary Category/Event Category/Event
(1) Totals Summary Summary Totals

Standard Totals

Total Gross Pay Total Reimbursable Expenditures Total Fringe Pay
$6,766.16 50,00 §4727.55

Cancellation Totals

Total Gross Pay Cancellations Total Rei iture i Total Fringe Pay Cancellations
$0.00 $0.00 $0.00

Adjustment Totals

Total Gross Pay Adjustments Total Rei Expenditure Adjt Total Fringe Pay Adjustments
50.00 50.00 50.00
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