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UNLOCKING PAYMENTS

If you make a mistake and approve a record by accident, you can unlock the approved record and bring it back to the
status of “Verified.”

How TO UNLOCK PAYMENTS

In the distribution dashboard, you will need to filter on the status of “Approved,” select the record you want to unlock

and then select “Unlock.” You can only unlock records that are “Approved.”
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RESETTING PAYMENTS

If you make a mistake and distribute the wrong amount to a preceptor, you can reset the distribution and start over, i.e.
the amount distributed will go back to $0.

How TO RESET PAYMENTS

In the distribution dashboard, you will select the associated rotation. The preceptor information will appear at the
bottom of the screen. You will select “Reset” and the amount distributed will go to SO for each supervisor.
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NOTE: You can only reset the distribution of payments if the status of the payment is “Verified.”

QUESTIONS?

If you have any questions or difficulties with this process, please contact Preceptor Payments at
preceptor.payments@mcmaster.ca.
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