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Go to Payroll Menu Bar > View then click Employees. 
 

 
 

 

Employees window will show, click Batch Update to change the EMR of the Employees 

 

 

 

HOW TO MANUALLY ADJUST EMR DAYS BY BATCH? 

Current EMR Days is 313 
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Transaction Batch Popup will appear, choose EMR Days then Next. 

 

 

From the Search For Employees window you will choose the Employees you want to change the 
EMR, then input the new EMR Days. 
 
Once done, click Save. 
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As you can see, EMR Days are already updated – from 313 to 312 
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