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Copy active staff to the CYR

Log on to the next year payroll frequency.
Payroll > Next Year > Copy NYR Staff to CYR

Copy active employees with July contracts to the current year. You can select specific employees to
copy using the following parameters: Contract Months, Contract Begin Date, Contract End
Date, Payoff Date, Extract ID, or Employee Number.

| Rt | Yaar: M
Parameters
Pay Status:
__i_-.-".rl i -an.'l:".wl C-Hr.rlh Erimary Campus: Al \.'| Py f Dot 08-25-2026 H
Fay Campus __'“'Il V__I Frequency: | F danthty HYR w
Py Type [t o Contract Begin Date: | w| Ealary Concept (AL |
Jab Code: [t | Contract Erd Date v| ExwactiD | -
Pay Grade
Priar ¥r Emp Date: [ 060-00-0000
DOpticns
Dll'cl.ul:t' Employess with Termination Duate
DCurr'f ower employee deductions Preview changes
DDI'[,‘ prodeds employes deductions

O Under Options, select the appropriate option:

Field Description

Include Employees with |Select to copy employees with a termination date. Leave blank to

Termination Date exclude employees with termination dates from the current year
records.

Carry over employee Select to copy employee payroll deductions (e.g., insurance, dues) from

deductions the next year to the current year. Leave blank to exclude the employee

payroll deductions from the current year records.

Only process employee |Select to copy only the selected employee deductions from the next
deductions year to the current year. If this field is selected, Carry over employee
deductions is cleared (if selected).

O Select Preview Changes.

O Click Execute. Review the list and click Process.
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