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How do I proceed with a Holiday Anniversary Update?

Question
I am getting a message about Holiday Anniversary Updates, what should I do?

Answer

MYOB Payroll will prompt you to complete a Holiday Anniversary update when any of your employees reach their "anniversary"
date.
As soon as your 'Current Pay End Date' is changed to on or after an employeee's anniversary date the system will prompt you with

the following message:
R:l liday Anniversary Updates X

1 employee has reached their holiday anniversary.,
! Their leave entitlement needs to be updated prior to their next pay,

Print Current & Projected Leave Summaries?

) i H
Current pay ended on: Wednesday | 13/08/03 L e | [ =

MYOB Payroll will prompt you to "Print Current & Projected Leave Summaries? > Choose "YES"
IMPORTANT - It is important to carry out your holiday anniversary updates WHEN you are prompted.
(This means PRIOR to the next pay being entered)
You are then given the option to "Print Holiday Accruals by Department/Cost Centre" and a choice of printing in either
'Original’ layout or 'New' layout.

The 'New' layout will print the report including "SICK leave" if required.

oliday Accruals

This report printz holiday accruals For
emplovees in alphabetical order. Tick the
option below to group employees by
Departments and Cost Centres.

[EPrint Holiday Accrusls by Department ¢ Cost centre

(%) Original layout

7 Mew layout

3

fack [ Mewt | [ Finish

Click > "Next" then >"Print"

MYOB Payroll will now prompt you to "Print Holiday Update Calculation Audits". Choose > "YES" to this message.
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Holiday Anniversary Updates

‘g/ Prink Holiday Update Caloulation Audits

Select the individual Employees you would
like to be included

Select All ][SelectNgne] [ LCancel ] Back [ﬂext H Finizh

then choose > "PRINT" when the next screen appears.

You will then receive a message asking ? "Proceed with updating leave entitlements" Choose > "YES"

Nuliday Anniversary Updates

\'?f) Proceed with updating leave entitlements?

Choose > "YES" for the payroll to "Proceed with updating leave entitlements", the payroll will then advise you

that the "Holiday Updates - Done" Choose "OK".

The Holiday Anniversary update has now been successfully carried out.

Need more help?

MYOB Training run regular hands-on training courses across NZ to help you learn the best way to handle things in your MYOB
software, straight from the experts. View our course details and register online or call our friendly sales & service team on 0800 60
69 62 for advice on the course that best suits your needs.
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