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HOW TO DELETE EA FORM 
1. Access to “E-Pay -> EA Form Administration -> EA Form (Admin)” 

 

 
 

 

2. Under “Employee” tab, click on (A) to delete any employees’ EA Form. 
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3. Select (A) for the Tax Year. 

4. Select (B) for the Delete Mode/Method. 

a. By Period: The EA Form for the entire Tax Year selected will be deleted 

b. By Department: Only the EA Form for selected Department(s) will be deleted 

c. By Employee: Only the EA Form for selected Employee(s) will be deleted 

5. Select (C) for the Department/Employee’s EA Form to be deleted. 

6. Click on (D) to Delete the EA Form for the selected Method. 
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7. Click on (A) to confirm on the Delete action. 

8. Click on (B) to back to the selection page. 

 

 

 

 

 

 

 

 

 

 

 

 


