Help Documents

Correcting Paychecks 10R2

Was the Check
Cashed?

Are the Transactions
on the Check Correct?

Action to Take...

No Yes Reissue
No No Void
Yes No Reverse

How to Reissue a Check

A check is Reissued when the transactions are correct but the check has not been cashed. To create a
Reissuing check run click on the NRS button from the PayrollRun Tab. In the Payroll Run Quick Add
Screen choose a RunType of “Reissue” and click on the Go to Full Record button.
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Once the Payroll run has been created, the user should navigate to the Reissues tab as shown.
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Reissue Checks

|»

Reigzue checks when the onginal check was issued comectly but was lost, stolen or destroped before the employee was

able to cash it. Reizsues differ from reverzals. Reversals reverse tax. adjustments. and accruals. and they don't
He :

necessanly involve the reigsuing of

=]

new check for that same net pap. Deachtivate the E-Pay on the emplopee record to print a live check.

1. Create a payroll run

3. Click 'Generate staged checks'
4. Click 'Print checks to reissue’

2. Enter Chkld's bo be reissued and supply the reazon code for the reissue

check. F reverge the net pay from the onginal check and create a

Generate staged checks with net pay to reizsue

Frint checks to reissue

Enter Check#

ReissuedChkid ReasonCode EmpHame Het E-Pay Reissue Fee
F 5E|5taleDate | | | |= F_J
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(continued)

*Note — The E-Pay check box will automatically populate if this Employee is set up to receive direct
deposit. To reissue a live check remove the check from this box. A standard reissue fee can be created
in the tables and if the Reissue Fee box is checked Tempworks will deduct the fee from the net amount of
the Employee’s check.

Enter the Check ID (unique number created by Tempworks for the check) in the ReissuedChkID field and
the reason the check is being Reissued from the ReasonCode drop down menu. To pull in the information
from this check click the cursor in the next available line. This also prepares the system for the next step
and allows the user to verify that the Check ID has been entered correctly.

*Note — Only one check per Aldent can be processed in a Reissuing or Reversing check run.

*Note - The Enter Check # button will bring up a window where the number printed on the check can be
entered.

Once the check information has been verified and the user is ready to continue processing the Reissuing
Payroll run the next step is to click on the Generate staged checks with net pay to reissue. Once this is
completed a window will come up that says “"Complete”. Click on the OK button to clear this prompt.

The final step is to click on Print checks to reissue.

If the printing options shown (Print to File
or Print to Printer) are correct then click
on the Yes button.

Print Ta File: [

Print To Printer: ™ If a change needs to be made click on the
No button.

At this point the Verify options window will
disappear and the window below will
prompt the user to select the correct
setting. Click on the OK button to clear
this window.

Yerify options.

Verify the printing options shown, Are they correct? . .
Kl REHLER % Once the correct print output is selected

click on the X in the upper right corner of
the window. Then click on the Print checks
to reissue button again. Now the correct
option should be selected and the Yes

@ button can be selected.

Yes Mo ‘

Microsoft Office Access

Please correct the settings and then reprint.,
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(continued)

The following window will be displayed where the user can view and/or change the preprinted check

stock number or view the next check that will be printed on the laser printer. This view also shows the

next available Invoice number and EPay (Direct Deposit) Only check number.

EpayOnly BanklD

BankMame Dezcription Check Invoice
M umber M urnber CheckMurnber
| IS AP Bank Account 203374 43074 100176 491

1

Verify check number

\ ? ) This routing will number the checks beginning with the check number shown,  Is this number correct?

Record: E 4 1 E][E of 1

=]

*Note — If any of the information in this view is incorrect, click on the No button and change it in the

appropriate fields by highlighting the incorrect field and typing in the correct information.

Once this information has been verified and printing can continue click on the Yes button and the printer

information will be displayed like in the following view.
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(continued)

Prinker

Mame: '||'I,t'.-'-.'Fi|E'I,HF' LaserJet 1320 PCL A& w i Properties ]

e ey Select the appropriate

Type:  hplaserlet 1320 PCL6 printer from the drop down

Where:  hpl3z0 and then click on the OK

Rk [JFrink ko Fie button_ to send checks to
the printer.

Print F.ange Copies

= al Mumber of Copies: _15
{:}F'ages Fru:umll | :_ i ﬂ Iﬂl

o) o=

The Tempworks system will give the user two prompts to make sure that checks have printed correctly
before posting the transactions.

Paycheck print properly? .l If the checks have printed correctly click on the Yes
button.
':;) Did the paychecks print properhy? If the check numbers are off (preprinted check stock
Sy only), the printer ran out of paper or there was a
— paper jam click on the No button which will allow the
( Yes ) Mo user to reprint the checks.

*Note — Wait until all checks have printed before clicking on the Yes button.

Paycheck print properly?

\:_:) Verify that the last check has printed propetly before continuing with the posting process. Check Mumbers 203974 thru 203978

Yes Mo |

This is the second prompt that the user will see after the checks have printed. Verify the starting and
ending numbers for the checks to determine if any checks were missed. If the check numbers match
those listed in the window, click on the Yes button, if not click on the No button to reprint.

*Note — This is the last prompt that the user will receive before the Reissue Payroll run is posted to
transaction history.

Microsoft Office Access @ The final process in the Payroll run is posting the Payroll
transactions to history. The Tempworks system

Posting camplete, automatically completes this step for the user after the
printing prompts have been cleared. Click on the OK
‘—’ button to clear this final Payroll run prompt.

© 2005, TempWorks Software, Inc. All rights reserved Page 4 of 6



(continued)

How to Void or Reverse a Check

A check is Reversed when the transactions are incorrect and the check has already been cashed. A check
is Voided when the transactions are incorrect but the check has not yet been cashed. Both of these
types of processes are done from a Reversing check run. To create a Reversing check run click on the
NRS button from the PayrollRun Tab. In the Payroll Run Quick Add Screen choose a RunType of
“Reverse” and click on the Go to Full Record button.

‘Weekendgil 271972005 v

B* | Checkpate 3742005 @
BankID M/—Hil«;
RunT ype » >
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Once the Payroll run has been created the user should navigate to the Reversals tab as shown.

|' Desc T Seelhing T Actions T Checks T Erors THeversalsI Reissues T Directary T Fayhdain l

-

| Reverse Checks |

Heverse checks when the original check was issued incorrectly.  Thig includes checks written with incormrect bill or pay
information such as checks written to the wrong person, checks with incomect tax or adjustment settings. or checks
created from timecards entered to the wrong order. Heverszals differ from reizsues. Reissues do not reverse tax.
adjustments, and accruals as reversals do.

1. Create a paproll run Generate reversing transactions |
2. Enter Chkld's to be reversed
3. Click 'Generate reversing transactions' button to create reversing tranzactions Process reversals |
4. Click 'Process reverzals’ button to generate offsetting staged checks
5. Click 'Post payrall' to post the payral Post payroll |
Enter Check#
ReversedChkid ReasonCode Empname Het ReverseBilling
93| Reversing ~ JAbron. Jill $204 83 i~
94\ oiding ~ |Barnes. Stephen $10.00 I~
» = "

B —
Record: 14| « [[ 3 el of 3

Enter the Check ID (uniqgue number created by Tempworks for the check) and choose if the check is
being Voided (check has not been cashed) by selecting the “Voiding” option from the drop down menu or
Reversed (check has been cashed) by selecting the “Reversing” option from the drop down menu.

*Note — Any paychecks that were issued via direct deposit have to be processed as “Reversing”
transactions because the money has already been deposited into the Employee’s account.

To pull in the information from this check click the cursor in the next available line. This also prepares
the system for the next step and allows the user to verify that the Check ID has been entered correctly.
The billing can be corrected at the same time by leaving a check mark in the ReverseBilling check box, or
Invoices can be corrected separately in the Accounts Receivable (A/R) section.

*Note — The “Best Practice” for reversing checks is to remove the check mark from the ReverseBilling
check box and to process invoice corrections separately (if corrections need to be applied to the Invoice).
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(continued)

*Note - The Enter Check # button will bring up a window where the number printed on the check can be
entered.

Once the check information has been verified and the user is ready to continue processing the Reversing
Payroll run the next step is to click on the Generate reversing transactions. Once this is completed a
window will come up that says “"Complete”. Click on the OK button to clear this prompt.

The next step is to click on the Process reversals button. Once this is completed a window will come up
that says “Complete”. Click on the OK button to clear this prompt.

The last step in a Reversing Payroll run is to click on the Post Payroll button. This finalizes the Reversing
and Voiding transactions and backs out all of the Gross, Adjustments, and Taxes for the selected
paychecks and in the case of a Reversing transaction, creates an advanced bank that will be withheld
from the Employee’s next paycheck.

*Note — Only one check per Aldent can be processed in a Reissuing or Reversing check run.
To enter the corrected transactions go into either the timecard spreadsheet or fullscreen views and Insert

a transaction line that matches the original line processed; then enter the corrected data and process in a
Payroll run as normal.
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