
PAYSLIP : WAGE CORRECTIONS  

Where an employee was paid the incorrect wage on a previous payslip, the correct 

procedure would be to do a wage correction in the following pay period in order to pay to 

him/her the difference that is still due to him/her, alternatively to deduct the amount that was 

overpaid in instances where the employee received more than what he/she was supposed to 

get paid.  

 

As soon as the EMP201 is printed, the system will prevent adjustments to previous payslips.  

If electronic payments have been made, it will then also be necessary to do additional 

payments to ensure that your figures are in line with each other.  For these reasons it is not 

advisable to make any changes to previously finalised payslips, but rather to follow our 

suggested procedure. 

 

See example below:  

 
 

 

1. In the above example 32.08 hours short time will be deducted from the employee’s 

wage.   The scenario is that 2 hours of the above 32.08 is incorrect as a result of faulty 

hand records. On two days the employee worked until 18h00 and not 17h00 as per the 

hand records that were created.  This resulted in 2 hours more short time that he will 

not get paid for.  

 

2. To do the wage correction, generate the following (next pay period) payslip as 

required.  In the above example the period will be:  26/11/2014 – 25/12/2014.  

 



3. Add an additional item to the payslip, by clicking on:  Insert: 

 

  

 

4. A screen will be displayed where additional payments and/or deductions can be made. 

Select from the list of payslip items by clicking on the drop list:  

 
 



5. A list of available payslip items will be displayed.  Select:  Wage correction.  

See example below:  

 
 

 

6. After selecting “wage correction”, also distinguish between Wage or Deduction.   

 

7. In the above example, where the employee was short paid for 2 hours, “Wage” will be 

selected.  

Insert the amount to be paid.  The amount to be paid, should be calculated as follows:  

use the employee’s hourly tariff and multiply it by 2:    

2 hours x R20.68 per hour = R41.36: 



 
 

8. The calculated amount will be brought onto the employee’s payslip.  See below:  

 
 


