
 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 
matters. 

MYOB Advanced Payroll – Leave Request that missed the pay run  
Overview  
 
How to deal with Leave Requests approved after the applicable pay run has been finalised. 
 
Step 1 
 
Don’t add the leave in manually into the current pay run (as not approved). 
 
Step 2 
 

• Go into Leave Administration 
• Locate the leave line/s that need to be added to this pay run and mark them. 
• Click Set Pay Period Date 
• Enter the pay period date (a date contained in the current pay period) 
• Click OK 
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Step 3 
 
Import leave into the pay run from the Pay Run Details screen, Actions > Import Leave. 
Check the employee has the Leave Taken entry for the original dates of the leave. 
 

 
 

 
 
 


