tempwyorks Help Documents

16R2 Enterprise Check Reissue

When an Employee’s Paycheck needs to be reprinted the following steps should be taken:

First look at the chart below to determine that a reissue is necessary for the Paycheck involved.

Was the Check Are the Transactions
Cashed? on the Check Correct? | Action to Take...
No Yes Reissue
No No Void
Yes No Reverse

*Note — A reissue will only be used if the check was not cashed and the Transactions are correct. If the
Transactions are not correct a void or reverse will be needed. The void and reverse process is covered in

a separate document.

A Paycheck can be reissued by opening the Employee’s record to the Pay History form and then
selecting Check Register from the expansion menu or from the Pay/Bill section click on Check Register
from the menu on the left. Select the Paycheck to be reissued and double-click to display the Check

Summary screen.

1) Select Reissue.

From the X drop down menu select Reissue Check under Form Actions or dlick on the [=] button in the

upper right of the screen. This will open the Reissue Check Wizard.

Joshua G. James ,
568 Linden Lane 1D: 4294969659 » paysstup
Minneapolis, MN 55419 SSN: o-xx-5135 4 pay history =
4 check register o Wetholdrg 1
v OCHD | choscsummary | i
= staged checksumayy (., mte units thispesiod yearto date
A Create and Export a resume M void or Reverse Check| JEEEINe IS transaction history === Lo,
tmesto date GrowViages SO0 stnmo OtherBenefts thispeiod veartodte
& Transfer to anther branch ‘adustment history :Uv- !;z
VacMel ] 294
T
Q Find Wiatching Orders s ;’?mu:mw S0
@ view Mz o by 0
messages

Invite to WebCenter

' New Task

B Copy Employee to Contact

Record Actions Form Actions
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(continued)

2) Verify the Paycheck.

Click in the Fee box if a reissue fee should apply to this Paycheck (the fee amount is pre-set for the

system by an administrator) and select the Reason from the drop down menu. If the Employee is

currently set up for direct deposit the EPay box will be checked. Click Next to continue with the reissue

process.

- reissue - verify checks

verify checks

» Verify Checks
Pleaze verify the checks to be reiszued.

Payroll Summary
Print Checks

1D | Num | Employee

4294969729 53 James, Joshua G.

Drag a column header here to group by that column.

*Note - To cut a “live” check for
an Employee that's set up for
direct deposit you will first need

to deactivate the ACH account in

| MNet | Fee | Reason | EPay

S r— ] the Pay Setup/Electronic Pay

form. Then open/reopen the
Reissue Check Wizard and select
the Reason from the drop down

. menu. Finally, click Next to

L4

cancel

continue with the reissue process.

3) Verify the Check Number (Payroll Summary).

The Starting Check Number field will automatically pull the next available Check Number. If pre-printed

check stock is being used verify that the number is correct, and if not, fix it before clicking Next.

- reissue - payroll summary

payroll summary

Please verify the information below:

Verify Checks
» Payroll Summary
Print Checks -
check numbering

Starting Check Number 59

Starting EPay Check Number o

check run summary
Bank Account TempWorks Sales

Check Date 9/14/2011
Checks 1

Epays 1

I:l Mumber and mark checks as printed {No checks will be printe

[] use EPay check numbers only

Payroll Run Type
Weekend Date 9f11/2011

Payroll Run 1D 3247

Cancel
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(continued)

4) Print Checks.

Select the [€] button to bring up the printer select prompt and print checks. Click the button to post

so that the Paycheck can be printed to a remote location.

I reissue - print checks

print checks

Verify Checks
Plzase wait while the paychecks are created and printed.

Payroll Summary
¥ Print Checks

% Print this payroll run

ﬂ Post payroll but do not print.

Cancel Finish

*Note — if the Employee’s original Paycheck was direct deposited and the account information was
wrong it should be updated in the Pay Setup/Electronic Pay form prior to running the reissue process.

This will avoid having the ACH file created with incorrect direct deposit account information.

R

gég Print
=

General

Select Printer
5 Add Printer
@Dell 5100cn PCLE on twfile
EéaDeII Color Laser 3110cn PCLE
@ Dell Color Laser 3110cn PCLE on twbackup00
4 11

Status:  Opening
Location:
Comment:

Page Range
@ Al Number of copies: 1

Selection Current Page

séa Dell Laser Printer 171
@ Dell Laser Printer 171
eéa Dell Laser Printer 510
@ Dell Laser Printer 510

[ Print to file

Pages: Collzte — 3] { 3
123428

k

Select the printer from the list and
then click Print.

- R
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5) Post Check or Reprint.

Once the check is done printing, verify that there wasn't a paper jam. If everything is correct, click on
the @ button to post the Paycheck. Posting the run will close the Reissue Check Wizard. Reissue is now

complete.
—_ X
I reissue - print checks
; *Note — A reissued check
Verify Checks pnnt CheC.KS :
PayroIIhSurEmar\( Please wait while the paychecks are created and printed. W|” Only have the net
¥ Print Checks
amount of the check and the
reissue fee (if applied) listed
. as a one-time adjustment.
« Yes, post this payroll run as complete.
For the Tax break down and
x Mo, reprint this check run.
any other Adjustment
information review the Check
Summary screen.
Cancel Finish

If numbers don't match or if a paper jam (or any other type of printing error occurred) select the [x]
button to reprint the run. The next form will offer two options (reprint entire run and select check
number to start reprint). Since only one check is included in the run select the option below to reprint

the entire run:

= Reprint the entire payroll run.

*Note — It is always a good idea to log a Message with the Check Number on the Employee’s record

indicating that a Paycheck has been reissued and why.
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A sample of a reissued Paycheck is shown below:

Mamea: Whilg, Lynatte Seclal Scourty Mumbar FHR-HHE-ATTA Check Dats: 030352010
Earnings Rate . Hours This Parfod . | Tax . - Tax 0 YTOTax  AwHlAdi - - Amt YD
AdvanceB  {F374.68) FI.00
A'ét_:mal- Amount Balanca
Gross . © §0.00
Met - - §37463 _
‘f’_ear: To Date Gross $440.00 - i Totat’ - coo, -50.00 #0000 ) Totat {$274.68) 5000
Allowancas
TempWorks Software, Inc. Ancheor Bank Check Nc
3140 Meil Armstrong Bied st ancherlink. o
Suite 205 Ancharline 952-B08-80583 6B2402
Eagean, MH 55121 TE-1523-050
Three Hundred Sevenly Four DOLLARS and Sixty Eight CEMTS Dats Amount

*OJ0ER 2O nET8S9ddLGn3didddacibLlne

Tempyiorks Softwase Inc.
140 Medl Armatrong Bl
Buie 205

Eagan, MM 55121

Still Have Questions?

0340372010 374.GR

AUTHORIZED SIGNATURES)

For more information about reissuing paychecks contact our customer support group at 651-452-0366 or

by sending an email to Support@TempWorks.com.

To schedule training on reissuing paychecks, submit suggestions on how to improve this document or to

request documentation on other Enterprise functionality please our TempWorks Training Department at

trainers@tempworks.com.
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