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Problem: Check needs to be re-printed, but the gross and net pay are correct.
Important: Before re-printing a check, make sure the first check has been recovered and physically voided.  If the check cannot be recovered you generally should stop payment on it.
· If Printed = Y and Posted = N

Click on PR/View Paychecks

Highlight Paycheck

Click on Edit Pay Detail
Change Printed from Y to N

Change Check Number to 0

Click on Update

Note: Pay Detail record is updated as follows:

Printed = N

BANumber = 0

EPNumber = 0

CkNumber = 0

Paycheck can now be re-printed using the same procedure as printing it originally.

· If Printed = Y and Posted = Y

Important: Before re-printing a check, make sure the first check has been recovered and physically voided.  If the check cannot be recovered you generally should stop payment on it.

Void Paycheck (or Electronic Payment) in BA (use BA/Void Checks)
Delete Related Invoice in BA (use BA/Invoices)

Reverse Original Posting of Paycheck (use PR/Post Paychecks to Budgetary Accounting)

Note: Pay Detail record is updated as follows:

Printed = N

Posted = N

BANumber = 0

EPNumber = 0

CkNumber = 0

Note: Payroll posting records are created to reverse original posting

Note: Interfund transfers created in BA to reverse original paycheck interfund transfers

Paycheck can now be re-printed using the same procedure as printing it originally.

Problem: Paycheck issue date on paycheck is wrong and paycheck has been cashed, but otherwise there are no problems with the paycheck.
This is a serious problem because virtually all remittances and reports, not to mention W-2s, are based on the paycheck issue date.

Suggestion:  Contact technical support for assistance in getting this corrected.

· If the paycheck has been Posted (Posted = Y) contact technical support.  The postings will have to be reversed.
· If the paycheck has NOT been Posted (Posted = N)
Click on PR/View Paychecks

Highlight Paycheck

Click on Edit Pay Detail

Change Printed from Y to N

Change Check Number to 0

Click on Update

Note: Pay Detail record is updated as follows:

Printed = N

BANumber = 0

EPNumber = 0

CkNumber = 0

Click on PR/Paychecks – Create New and Edit Old Records

Delete Paycheck

Re-Enter Paycheck as if it was never entered previously

Click on PR/Inquiry – Pay Detail Report
View pay detail for new paycheck record.

Important:  VERIFY that Gross Pay and Net Pay on the new paycheck are identical to the old paycheck.

Click on PR/Print Paychecks

Important:  

1) Use the same check number on the new paycheck as was used on the old paycheck.

2) Print the paycheck on plain paper.

3) Because the old paycheck was not posted, you can use the same check number on the new paycheck as was used on the old check.  If the paycheck had been posted, the computer would not allow you to use the same check number.

Problem: Gross or net pay on original paycheck is incorrect AND the paycheck has been cashed.
This is not an unusual problem.  There are many reasons the gross or net pay might have been calculated wrong:

The hours worked for the pay period were entered incorrectly for one or more of the employee’s pay types.

The rate of pay for one of the employee’s pay types was not properly entered causing gross pay to be too high or too low.
The rate of pay for one of the employee’s pay types was entered properly but had the wrong effective date causing gross pay to be too high or too low.

The employee’s deduction record shows a deduction it should not have.
The employee’s deduction record does not show a deduction it should have.

The employee’s deduction record is OK, and the effective date is OK, but the deduction amount is incorrect.

The employee’s deduction record is correct but has the wrong effective date.

The problem with gross or net pay can be resolved in two steps if the paycheck has been cashed.

Step 1:  Correct the problem that caused the gross or net pay to be incorrect.

Step 2:  Process a payroll adjustment on the paycheck.
· Step 1: Correct the problem that caused the gross or net pay to be incorrect.

Note: If the hours worked for the pay period were entered incorrectly for one or more of the employee’s pay types, and there are no problems with the rates of pay or the deduction record, you can skip Step 1.

Before proceeding to Step 2a or Step 2b, you must correct the problem that caused the gross or net pay to be incorrect.  Most likely, the problem is in one of the employee’s pay types or the employee’s deduction record.  In either case you can follow these steps:
· Locate the employee’s personal data information:

Select PR/Employee Data

Select employee in employee listing

· If the problem is with a Pay Type, Click on the Pay Types tab.
Highlight the Pay Type

Click on Edit

Suggestion: Before deciding how to edit the Pay Type, review all three situations and then follow the procedure for your situation.  If you not sure, you should contact technical support for assistance.

If the effective date is OK, but the rate is wrong:
Enter the correct rate of pay

Click on Update Current Record

If the effective date is wrong, but the rate is OK:

Enter the correct effective date

Click on Update Current Record

If the effective date is wrong and the rate is wrong (e.g., the employee received a raise in pay as of a new effective date):

Important: In a situation like this in which the employee receives a pay raise as of a new effective date, you should click on Add New Record.  By “adding” a new Pay Type record, the previous record, which was correct as of its effective date, is left intact.  If, on the other hand, you clicked on Update Current Record, the previous Pay Type record would have been updated with a new date and rate and the previous date and rate in that same record would be lost.  The reason you want to save the previous Pay Type record with the previous date and rate is that it might be needed for a payroll adjustment for a paycheck that was issued when the previous Pay Type record was effective.
Enter the effective date for the new rate of pay

Enter the new rate of pay

Click on Add New Record

· If the problem is in the employee’s deduction record, Click on the Benefits and Deductions tab.
Highlight the Deduction Record

Click on Edit

Suggestion: Before deciding how to edit the Deduction Record, review all three situations and then follow the procedure for your situation.  If you not sure, you should contact technical support for assistance.

If the effective date is OK, but one or more deductions are wrong:

Enter the correct deductions
Click on Update Current Record

If the effective date is wrong, but the deductions are OK:

Enter the correct effective date

Click on Update Current Record

If the effective date is wrong and one or more deductions are wrong (i.e., one or more deductions have changed as of a new effective date):

Important: In a situation like this in which one or more deductions change as of a new effective date, you should click on Add New Record.  By “adding” a new Deduction Record, the previous record, which was correct as of its effective date, is left intact.  If, on the other hand, you clicked on Update Current Record, the previous Deduction Record would have been updated with a new date and one or more deduction changes and the previous date and deductions in that same record would be lost.  The reason you want to save the previous Deduction Record with the previous date and deductions is that it might be needed for a payroll adjustment for a paycheck that was issued when the previous Deduction Record was effective.

Enter the effective date for the new deduction(s)
Enter the new deduction(s)
Click on Add New Record

· If the effective date is OK, and the deduction record is OK, but the deduction amount is incorrect:

Select PR/Setup/Benefits and Deductions

Highlight the Deduction

If the effective date is OK, but the deduction amount is wrong:

Click on Correction

If the effective date is wrong, but the deduction amount is OK:
Click on Update

If the effective date is wrong, and the deduction amount is wrong:

Click on Update

· Step 2:  Process a Payroll Adjustment on the paycheck.

Note:  If it is necessary to process a payroll adjustment, the original paycheck must have been Posted (to Budgetary Accounting).

Select PR/Payroll Adjustments

Select employee in the dropdown box

Select the paycheck in the listing for that employee

Note:  You can only process payroll adjustments on the original paycheck.  Thus, in the listing you must select the original paycheck, which is designated as a “Regular Ck”.

Click on Continue

Click on Load Pay Types

If necessary, make corrections to the hours worked for any Pay Type
Click on Update Pay Detail

Click on Exit

If you are finished with Payroll Adjustments

Click on Cancel

To view the pay detail for the resulting payroll adjustment:

Select PR/View Paychecks

Select the Paycheck Issue Date (Date of the Adjustment)

Highlight the adjustment in the listing

Click on View Pay Detail

Note:  The Pay Detail for the payroll adjustment will be updated with the following values:

Type Record = A

Issue Date = Current (System) Date

RegPCIDNum = IDNum of Pay Detail record of original paycheck being adjusted

Printed = Y if Net Pay < = 0 (otherwise = N)

Posted = N

Note:  If the payroll adjustment has a net pay greater than zero, you must print the related paycheck.

Note:  If the payroll adjustment has a net pay less than zero, you must take steps to collect the negative amount from the employee (i.e., the negative amount is an arrearage).

Note:  The Direct Deposit feature cannot be use for adjustment paychecks.

Note:  After a payroll adjustment has been processed for an “original” paycheck, if any additional mistakes are found with it, the only option available to make further changes to the “original” paycheck is to process another payroll adjustment.  There is no limit on the number of adjustments that can be process for a paycheck.
Problem: Gross or net pay on original paycheck is incorrect AND the paycheck has NOT been cashed.
This is not an unusual problem.  There are many reasons the gross or net pay might have been calculated wrong:

The hours worked for the pay period were entered incorrectly for one or more of the employee’s pay types.

The rate of pay for one of the employee’s pay types was not properly entered causing gross pay to be too high or too low.

The rate of pay for one of the employee’s pay types was entered properly but had the wrong effective date causing gross pay to be too high or too low.

The employee’s deduction record shows a deduction it should not have.

The employee’s deduction record does not show a deduction it should have.

The employee’s deduction record is OK, and the effective date is OK, but the deduction amount is incorrect.

The employee’s deduction record is correct but has the wrong effective date.

The problem with gross or net pay can be resolved in four steps without processing a payroll adjustment if the paycheck has not been cashed.

Step 1:  Follow the same procedures you would follow if you were going to re-print a paycheck except do not re-print the check.

Step 2:  Correct the problem that caused the gross or net pay to be incorrect.

Step 3:  Re-enter the hours worked by the employee.

Step 4:  Print the paycheck as if it had not been printed previously.
· Step 1:  Follow the same procedures you would follow if you were going to re-print a paycheck except do not re-print the check.

Important: Before re-printing a check, make sure the first check has been recovered and physically voided.  If the check cannot be recovered you generally should stop payment on it.

· If Printed = Y and Posted = N

Click on PR/View Paychecks

Highlight Paycheck

Click on Edit Pay Detail

Change Printed from Y to N

Change Check Number to 0

Click on Update

Note: Pay Detail record is updated as follows:

Printed = N

BANumber = 0

EPNumber = 0

CkNumber = 0

· If Printed = Y and Posted = Y

Important: Before re-printing a check, make sure the first check has been recovered and physically voided.  If the check cannot be recovered you generally should stop payment on it.

Void Paycheck (or Electronic Payment) in BA (use BA/Void Checks)

Delete Related Invoice in BA (use BA/Invoices)

Reverse Original Posting of Paycheck (use PR/Post Paychecks to Budgetary Accounting)

Note: Payroll posting records are created to reverse original posting

Note: Interfund transfers are created in BA to reverse original paycheck interfund transfers

Click on PR/View Paychecks

Highlight Paycheck

Click on Edit Pay Detail

Change Printed from Y to N

Change Check Number to 0

Click on Update

Note: Pay Detail record is updated as follows:

Printed = N

Posted = N

BANumber = 0

EPNumber = 0

CkNumber = 0

· Step 2: Correct the problem that caused the gross or net pay to be incorrect.

Note: If the hours worked for the pay period were entered incorrectly for one or more of the employee’s pay types, and there are no problems with the rates of pay or the deduction record, you can skip Step 1.

Before proceeding to Step 2a or Step 2b, you must correct the problem that caused the gross or net pay to be incorrect.  Most likely, the problem is in one of the employee’s pay types or the employee’s deduction record.  In either case you can follow these steps:

· Locate the employee’s personal data information:

Select PR/Employee Data

Select employee in employee listing

· If the problem is with a Pay Type, Click on the Pay Types tab.

Highlight the Pay Type

Click on Edit

Suggestion: Before deciding how to edit the Pay Type, review all three situations and then follow the procedure for your situation.  If you not sure, you should contact technical support for assistance.

If the effective date is OK, but the rate is wrong:

Enter the correct rate of pay

Click on Update Current Record

If the effective date is wrong, but the rate is OK:

Enter the correct effective date

Click on Update Current Record

If the effective date is wrong and the rate is wrong (e.g., the employee received a raise in pay as of a new effective date):

Important: In a situation like this in which the employee receives a pay raise as of a new effective date, you should click on Add New Record.  By “adding” a new Pay Type record, the previous record, which was correct as of its effective date, is left intact.  If, on the other hand, you clicked on Update Current Record, the previous Pay Type record would have been updated with a new date and rate and the previous date and rate in that same record would be lost.  The reason you want to save the previous Pay Type record with the previous date and rate is that it might be needed for a payroll adjustment for a paycheck that was issued when the previous Pay Type record was effective.

Enter the effective date for the new rate of pay

Enter the new rate of pay

Click on Add New Record

· If the problem is in the employee’s deduction record, Click on the Benefits and Deductions tab.

Highlight the Deduction Record

Click on Edit

Suggestion: Before deciding how to edit the Deduction Record, review all three situations and then follow the procedure for your situation.  If you not sure, you should contact technical support for assistance.

Situation 1:  If the effective date is OK, but one or more deductions are wrong:

Enter the correct deductions

Click on Update Current Record

Situation 2:  If the effective date is wrong, but the deductions are OK:

Enter the correct effective date

Click on Update Current Record

Situation 3:  If the effective date is wrong and one or more deductions are wrong (i.e., one or more deductions have changed as of a new effective date):

Important: In a situation like this in which one or more deductions change as of a new effective date, you should click on Add New Record.  By “adding” a new Deduction Record, the previous record, which was correct as of its effective date, is left intact.  If, on the other hand, you clicked on Update Current Record, the previous Deduction Record would have been updated with a new date and one or more deduction changes and the previous date and deductions in that same record would be lost.  The reason you want to save the previous Deduction Record with the previous date and deductions is that it might be needed for a payroll adjustment for a paycheck that was issued when the previous Deduction Record was effective.

Enter the effective date for the new deduction(s)

Enter the new deduction(s)

Click on Add New Record

· If the effective date is OK, and the deduction record is OK, but the deduction amount is incorrect:

Select PR/Setup/Benefits and Deductions

Highlight the Deduction

If the effective date is OK, but the deduction amount is wrong:

Click on Correction

If the effective date is wrong, but the deduction amount is OK:

Click on Update

If the effective date is wrong, and the deduction amount is wrong:

Click on Update

· Step 3:  Re-enter the hours worked by the employee.

· Select PR/Paychecks – Create New and Edit Old Records

· Proceed to re-enter hours worked
· Step 4:  Print the paycheck as if it had not been printed previously.

· Select PR/View Paychecks

· Select PR/Print Paychecks
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