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Scenario – when there is new hired employee after the pay date and company decided to back 

pay his/her prorated salary along with end month salary on the following month. 

Step 1 – Setup 

1.1 Step 1 are only needed to be done once for the employee who will be receiving a back pay of 

the prorated salary. However, if there is another newly hired employee who will be receiving 

a back pay of a prorated salary, you will need to follow these instructions again. 

 

Example, newly hired staff on 29/05/2020, but pay date is on 25/05/2020. Proceed to EMS > 

Employee > Career Tab. 

 
 

1.2 Click edit > make sure the hired date is on 29/05/2020, and then the pay effective date should 

set to 01/06/2020. This step will allow the system to back pay prorated salary for this 

employee on following month pay. 
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Step 2 – Processing Payroll 

2.1 Proceed to process the payroll for this month as per usual. Then go to modify pay record. We 

should be able to see back pay of the prorated basic salary from previous month which named 

as “BACK” 

 

 

2.2 Back pay basic formula is as follow: 

(Days worked last month / Total Working day last month) * Basic Salary = (1/21) * $3000 = 

$142.86 

 

 

 


