
Send Memo to Admin

Memo's are consolidated into the one 
Text File that is transmitted to your 
Payroll Administrator at weeks end



Send Memo to Admin

Send Memo to Admin:

• Click on ADD to create a new entry against the 
current days date.

• You can create an entry for every day (if required.) 

• Memos are consolidated into the one Text File 
that is transmitted to your Payroll Administrator at 
weeks end.

• When payroll data is released and exported via 
the internet to the Payroll system.


