
Some caveats about the batching process regardless of whether you use PHAREDS or SSB. 

1. The Change All function tends to update one Jobs ID at a time. You’ll need to repeat the steps if this happens.
2. The Change All function updates all pay periods affected to the same allocation you entered. If you need to have

a different allocation per pay period, then you will not be able to do a batch.

Batching in PHAREDS.  

Step 1: Pull up all the pay periods you need to change and select any period for the Jobs ID you need to adjust. 

Step 2: Go to Edit Labor Distribution. Update the posting date if you need to. Before you begin making changes to 
accounts, make sure you check the Change All box. Then make the changes you need to and save. You should get a 
notification that multiple lines were changed. 



Back on the Earning History Tab, you should see in the Status column an X on every line that was changed. 

Step 3: Proceed to submit the labor redistribution as normal at this point. 

Batching in SSB. 

Step 1: Select all pay periods you need to change and click on open. 

Step 2: Click on the pencil to open up the Update Distributions popup. Update the posting date if needed. Check the 
Change All box before you make any edits. 



Step 3: After you make the edits to the labor redistribution, click on Ok Changes. When you look at the Pay Periods and 
Earn Codes Section, you should see an X by each shift that was updated. 

Step 4: Proceed to submit the labor redistribution as normal at this point. 


