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Check/Advice Reversals

Check reversals are accomplished when a check/advice has NOT been disbursed to the employee, or check/advice funds have been returned to the State.

The reversal program locates the check(s) you’ve specified, makes a copy of the paycheck record and creates an off-cycle paysheet page.  The resulting pay lines reflect the original entries with reversing signs in the corresponding fields.  The original paycheck record is retained allowing an administrator to review both the original and the reversed paycheck.  These pages are display-only and CANNOT be modified.  During the reversal process there are no payroll calculation processes run.  The first step of the reversal process locates the check/advice specified and creates an off-cycle paysheet reversing the number signs.  The second step of the reversal process confirms the reversal and updates employee balances accordingly, including leave balances.   Until leave accrual process is run and/or adjustments are made, employees’ leave accrual balances will be out of balance.
Step 1 – Review Data to be Reversed
Prior to running the reversal processes, and before the Reversal Confirmation process is run, you will need to review and print a copy of the check/advice you are reversing.
Navigation: Payroll for North America>Payroll Processing USA>Produce Payroll>Review Paycheck
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On the Review Paycheck search criteria page enter your agency number in the field labeled Company, and enter the number of the check/advice that you want to reverse in the field labeled Paycheck Number.  Click [image: image2.png]Segpeh



 and the check/advice data will be displayed.
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Print off all the pages by clicking on the tabs at the top of the page (Paycheck Earnings, Paycheck Taxes, and Paycheck Deductions).
Step 2 – Request an Off-Cycle Calendar be Created
The check/advice being reversed gets attached and is processed using an unused Off-Cycle Pay Calendar pertaining to the Company and PayGroup that the employee was associated with when the check/advice was created.  In order to start the reversal process you need to first contact CORE (521-1750) then contact the Help Desk asking them to create a case for the CORE Team.  You will also need to give them the Agency number and PayGroup that the employee was associated with when the check/advice was originally cut.  You will be contacted when the off-cycle Pay Calendar is created.  At that time you will also be given the Pay Run ID and the Pay Period End Date that is associated with the Off-Cycle pay Calendar.  You must continue immediately with reversing the check/advice data.
Step 3 – Reversing Paychecks
In order to reverse a check/advice you need to create a paysheet which will display the payroll data, similar to above, but with reversing data (minus signs where positive numbers show and positive numbers where minus signs appear).  

Navigation: Payroll for North America > Payroll Processing USA > Reverse/Adjust Paychecks

Enter a Run Control ID and click [image: image4.png]


 .  If entering a new Run Control ID, click [image: image5.png]Add a New Value



 and enter the new Run Contorl ID.
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Then click [image: image7.png]Add



 .   You will be taken to the Paycheck Reversal/Adjustment parameters page.
[image: image8.png]Paycheck ReversalAdiustment

Run Contol D PYREVERSAL Renotianeaer rocess woner RO

Process Request P

“Company: 2 peptof Agricutture
“Pay Grou Mt QL 040 Monthly Exernpt Salary
Ewpn: etpay Doncyee
@Reversal O Reversal/Adjustment [Ipelete Reversal/Adjustment

[Accounting Period Option
@original ~ Ocurrent O Specified





The first three fields in the Process Request Parameters group box (Company, Pay Group, and Pay Period End Date) should be filled in as follows:
· Company – Agency Number

· Pay Group – This is the Pay Group that is shown on the copy of the check you are reversing.

· Pay Period End Date – This is the Pay Period End Date of the Off-Cycle Pay Calendar that was just created for you. 

After entering the date in the Pay Period End Date field and tabbing out of the field the Pay Run ID will default in from the Off-Cycle Pay Calendar that you are attaching this reversal to.

In the Selection Criteria group box fill in the fields as follows:

· Paycheck Number – Enter the check/advice number of the check that you are reversing (from copy of check data Step 1 above).
· Paycheck Issue Date – Enter the check/advice issue date of the check that you are reversing (from copy of check data Step 1 above).

When you tab out of the Paycheck Issue Date field all the other fields will default in.  Click [image: image9.png]Run



 .
NOTE:  If the original check was confirmed having data coming from Time and Labor, a Time and Labor Option box in the lower right hand corner of the page would be shown.  You will need to click [image: image10.bmp] icon and always select Reverse and Generate New Row unless instructed otherwise by CORE.

The difference in the options to select is: (1) - If you select Reverse Only the system will generate only an offset row for the payable time row(s) being reversed, (2) - If you select Reverse and Generate New Row reverses the check, generates offset row(s), and creates a new payable time row to process later.
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Once you have clicked [image: image12.png]Run



 , you are taken to the Process Scheduler Request page.
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This page should be filled in as follows:

· Server Name – PSUNX

· Select – Check box next to Reversal Processing should be checked in the Select column.

· *Type – Should be set to (None)

· *Format – Should be set to (None)

Click [image: image14.png]


  and you will be taken back to the Paycheck Reversal/Adjustment parameters page.
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Take note of the Process Instance number in the upper right hand corner and then click [image: image16.png]Process Monitor



hyperlink.
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On the Process List page periodically click [image: image18.png]. Refresh



 .  When the Run Status shows ‘Success’ and Distribution Status shows ‘Posted’ in the row of data pertaining to your Instance (Process Instance # that you noted from above), click [image: image19.png]Details




 hyperlink which takes you into the Process Detail page.
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From here, click [image: image21.png]View Log/Trace



 linl.
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On the View Log/Trace page you will be able to open the log file to check for any ‘Check Messages'!!! Statements which mean you have an error trying to reverse this check.  Click [image: image23.png]CBL PSPPYREY xxooc log



 hyperlink (the xxxxxx is your Process Instance #) to open up the log file.
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Your log should look similar to the one above.  Note the Company, Pay Group, and Pay End Date is the data associated with the new Off-Cycle Pay Calendar that this reversal is attached to.  Also, notice that there are NO ‘Check Messages!!!’ statements on this log.  If there were you need STOP, and contact the CORE Team immediately.
Step 4 – Review Reversed Check

You may want to view the data being reversed before confirming it.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck

On the Review paycheck search criteria page, enter the Agency number in the Company field, then enter the Paycheck Number and click [image: image25.png]Search



.  At the bottom of the page you will see two (2) checks displayed.
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The first row that appears is the original check/advice that was cut.  The second row is the data being reversed.  You will be able to tell them apart by the Pay Period End Date.  The data being reversed will show data with minus signs, as shown below.
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Notice the Paycheck Status shows ‘Reversing’ in the upper left had corner of the Paycheck Information group box.

Step 5 – Reversal Confirmation

This process will confirm the check/advice data being reversed.  The process also updates all balances.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > Confirm Pay

After entering a Run Control ID you are taken to the Pay Confirmation parameters page.
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After entering the Company, Pay Group, and Pay End Date (of the new Off-Cycle Pay Calendar) click the check box next to All Reversals/Adjustments.  Click [image: image29.png]Run



 .
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On the Process Scheduler Request page make sure the following fields are filled in as follows:

· Server Name – PSUNX

· Select Check Box – Check the box next to MDC Pay Confirmation

· *Type – (None)

· *Format –(None)

When all fields are filled in correctly click [image: image31.png]


 .

You will be taken back to the Pay Confirmation parameters page.  Take note of the Process Instance number in the upper right hand corner and click [image: image32.png]Process Monitor



hyperlink.
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On the Process Monitor page when Run Status shows Success and Distribution Status shows posted on the row of data associated with your Instance, click [image: image34.png]MDCCNFRM



hyperlink and you will be taken to the Process Detail list page which shows the jobs that were completed during the confirmation processing.  
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Click the [image: image36.png]xooooo - PEPCHNFRM Success



hyperlink and you will be taken to the Process Detail page associated with the confirmation process step.
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Click [image: image38.png]Wiew Log/Trace



hyperlink to take you to the View Log/Trace page where you will be able to open up the log file and check for any messages.
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Half way down the page in the File List area click  [image: image40.png]CBL PSPCHFRM xxxxxx |og



hyperlink to open up the log file.
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Above is the log resulting from the completion of the confirmation process.  Notice your Run ID, Pay Group, and Pay End Date which is data coming from the Pay Calendar that the reversal process is associated with.  If the confirmation process did NOT complete successfully you would see the statement ‘Check Messages!!!’ in the log file.  You must immediately contact the Help Desk to create a case and then call the CORE Team.  Having an error when running this process can cause other payrolls to error out. 

Next you need to check the log file pertaining to reversing data that was fed through from Time and Labor and was a part of this check/advice being reversed.
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Back on the Process Detail list page click the [image: image43.png]xxxxxx - TL _PAY REVRS Success



hyperlink to be taken to the Process Detail page.  Click [image: image44.png]Wiew Log/Trace



hyperlink, lower right hand corner of the page.  This action will take you to the View Log/Trace page where you will be able to open up the log file and check for any messages.
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Click the [image: image46.png]


hyperlink to open this log file. 
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The screen above reflects there was no data to reverse in Time and Labor on this run.
If this were a check that had data which came from Time and Labor, and you selected the Reverse and Generate New Row option, your log would look similar the following.
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On this log there is a little more information stating that Payable Time was updated.

Now if you go into Payable Time Detail (Manager Self Service > Time Management > View Time > Payable Time Detail) for this employee and view time covering the same period as his/her original check you will notice time has been reversed (Reversed Check under Status) and another entry showing ‘Estimated’ under Status.  The estimated row is ready to be reprocessed through payroll. 
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Step 6 – PY Pull Cost

This process, generally referred to as PY_PULL_COST, is run after confirming all pay cycles (on and off cycles).  The process updates payable time entries in Time and Labor as follows:

· If payable time is distributed, but not diluted, the Extract process changes the payable status to Distributed (DP). (Will come into play in Phase II.)

· If payable time is distributed and diluted, the extract process changes the status to Diluted (DL).  (Will come into play in Phase II.)

· For time that is not being distributed, the Load Time and Labor process sets the payable time status to Closed (CL). (Will come into play in Phase II.)

· Provides cross-reference numbers generated during the consolidation process, the calculated costs, and percentages that represent how payroll consolidated the payable time rows.

· Sets the publish date and publish switch.

Navigation:  Payroll for North America > Payroll Distribution > Additional Integrations >

                     Extract Time and Labor Costs

After entering the Run Control ID you are taken to the Time and Labor Cost Extract parameters page.
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In the On-Cycle Run group box enter the Pay Run ID.  Check the radio button next to Off-Cycle in the Payroll Cycle group box.  Click [image: image51.png]Run



.  This action will take you to the Process Scheduler Request page.
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On the process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Pull Payroll Cost
· *Type should be set to Web 

· *Format should be set to PDF.  

Click [image: image53.png]


 .

When screen goes back to the Time and Labor Cost Extract parameters page, take note of the Process Instance number and click Process Monitor hyperlink.  When the process runs to a status of Success and Distribution Status shows Posted, click Details link.  Then click View Log/Trace link on the Process Detail page.  
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Click the [image: image55.png]AE PY PULL COST 772678.stdout



 link to open the app engine output file.  If the process ran successfully your log should read similar to the one below.
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Step 7 – GL Interface - Reversals

This process runs the MDC Allocations for the reversal entries and then releases the app messaging process sending the data to GL.
Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information > GL Intfc – Reversals

After entering the Run Control ID click [image: image57.png]Search



  and enter the MDC Run Parameters page.
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In the Pay Run group box, fill in the Pay Run ID associated with the off-cycle calendar during the reversal process.  Click [image: image59.png]Run



 .
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On the Process Scheduler Request page make sure the following parameters are set as follows:

· Server Name – PSUNX
· Select – Check the check box next to GL Allocations

· *Type – (None)

· *Format – (None)

Click [image: image61.png]


 .

Make note of the Process Instance number in the upper right hand corner of the MDC Run Parameters page and click [image: image62.png]Process Monitor



 hyperlink.
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On the row that is associated with your Process Instance number, when Run Status shows Success and Distribution Status shows Posted, click the [image: image64.png]MDCGLALC



 hyperlink.
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In the Process Detail list click the [image: image66.png]oo - MODCALLOC Success



hyperlink which will then take you to the Process Detail page where you click [image: image67.png]View LogTrace



hyperlink to open up the View Log/Trace page.  
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If you would click the [image: image69.png]MDCALLOC xo00x PDF



hyperlink you will open up an error report.  This report should show no errors.  If errors are listed contact the CORE Team immediately.

Click the [image: image70.png]MDCALLOC xxxes_.out



hyperlink to open up the output log file which will display the total debits and credits that were set to GL.
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Make sure the Debits and Credits equal each other.







Always select ‘Reverse and Generate New Row’ unless told otherwise by CORE.
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