DEFINING A NEW PUBLIC HOLIDAY

As you probably know, 01 November 2021 has been declared a public holiday. If you want Intercode
Payroll pay your employees for this new public holiday automatically, you will first need to define the
new public holiday on your payroll.

To define 01 November 2021 as a public holiday:

Select Setup = Tax Year Setup from the Intercode Payroll main menu.
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Make sure that you are viewing the 2022 tax year, then select the Public Holidays tab.

Click Add.

In the Public Holiday window, enter a description for the new public holiday (e.g., Election Day) and then
enter the date of the new public holiday (01 November 2021).
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Click OK.

Cancel

The new public holiday will now be defined on your payroll and should be visible in the list of existing

public holidays.
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Click OK again to close the Tax Year Setup window.

Cancel

That’s it. Intercode Payroll will now correctly identify 01 November 2021 as a public holiday when your

payroll rolls over into November 2021.

NB: If you already rolled your payroll forward into November before this public holiday was defined on
your payroll you can either reverse that payroll run and then roll it forward again once the public holiday



has been defined, or alternatively you can manually identify 01 November 2021 as a public holiday on
each employee’s November payslip by ticking the “PH” column on the Time and Attendance tab on the
relevant payslips.

Please contact the Intercode support desk on 012 802 4200 if you have any questions or if you require
any assistance.

End.



