
DELETING A DRAFT/CHECKED PAYSLIP 

1. Hover on Payroll and click on Pay Periods: 

 

 

 

 
2. Select the Team Member whose payslip It is that you want to delete and/or select the Pay 

Period you are processing: 

 

 

 

 
This will automatically bring up the correct pay period for the correct team member(s):  

 

 

 

 

 

 

3. Click on the tick icon: 

 

 

 

 

 

 

 

 

 

 

 

 



This will bring up the current payslip: 

 

 

 

 

 

 

 

 

 

 

 

 
4. Click the Delete button:  
NB: If there is no ‘Delete’ button, this means you have finalised the payslip – contact us if this is 

the case 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click OK: 

 

 

 



This will take you back to the Salary/Wages Paid Report where you will see that the tick icon is no 

longer there – indicating that there is no payslip: 

 

 

 

 

 
 
 

 

 

 


