How to Void Employee Paycheck

1. Click Paychecks from Payroll module.
2. Select committed paycheck from the grid.
3. Click Open toolbar button.

New | Open
8 Layout  Q |Filter Records (F3) 128 records (1 selected)
Payecheck Mo Emplayee Mo First Mame Last Name Pay Date Period From Period To Gross Pay Deductions Taxes | Company Tawes
PCHK-130 CLOWE Carol Lowe /812016 143172016 2132016 1,280.00 38.40 196.22 LT
PCHK-128 RRLAURENCE  Ruth Laurence /812016 143172016 2132016 1,200.00 36.00 23115 04

PCHE.128 RKBERENDS Rebecea Berends. 6/3/2016 13172016 211372016 1,720.00 33.60 215.22 a7

PCHK127 RHORTZ Ramona ortiz 6/9/2016 143172018 211372018 1,280.00 38.40 196.22 m
PCHK-126 MCMORALES Mary Morales 6/9/2016 143172018 211372018 BE0O0 26.40 16249 76
PCHI-125 IDPATRICK, Julia Patrick 6/9/206 143172016 2113/2018 1,260.00 38.40 250.37 m
PCHI.124 LJOBRIEN Linda Obrien 6/9/2016 13172018 211372018 1,200.00 36.00 232.80 04
PCHI123 TGLEE Travis Lee 6/9/2016 13172018 211372018 Bon.00 24.00 12481 2]
PCHK122 LDTURMAN Lucy Turman 6/9/2016 143172018 211372018 0000 24.00 12481 ]
PCHE-121 KTRICHTER Keeisha Richter 6972016 13172016 21372018 BE0.00 26.40 16249 8
PCHE-120 ACJOHNSON Amy Johnson 6/9/206 143172016 2113/2018 1,200.00 36.00 232.80 04
PCHE119 WYGONZALES  William Gonzales 6/9/2016 13172018 211372018 BE0.ON 26.40 16249 76
PCHK-118 IMBICKEL James Bickel 6/9/2016 143172018 211372018 BE0O0 26.40 16249 76
PCHE-117 TACRUZ Thomas. Cruz 6/3/2016 13172018 211342018 1,720000 3360 21522 ur

170,422.50 4,699.28 35,386.97 14,810.20

4. Selected paycheck's screen will be opened.
5. Click Void toolbar button.

Paycheck- PCHI-128

New search Void| Bankinfo Employee Recap  Close
Employes No: | RKEERENDS MName: | Rebecca k Berends Pay Period: | Bi-\Weskly Paycheck No:  pCHi 128
Bark Account: 12152015 Pay Date:  6/3/2016 Period From: |1/31/2016 PeriodTar 21312016 CheckMa: 00000027
Detaile  Summary  Timesheet  History  Aachments (0}
Earmings Employee Taxes
Earning ID Department Hours Rate Amount Tax 1D Description Amount
REG B0.00 14.00 112000 FICA MED Employee FICA Medicare Employee 1575
FICA 55 Employee FICA Social Security Employee 236
FIT Federal Income Tax 1321
NET: 587118 Hours: 80 Gross: w1,12000 Total: 1215.22
Deductions Company Taxes
Deduction 1D Caleulation Type Amount Tak 1D Deseription Amount
ank Percent 360 sUTA State UnEmplayment Tas 576
FUTA Federal LnEmployment Tax )
FICA MED Company FICA Medicare Company 1575
FICA 55 Company FICA Sotial Security Company .36
Total: 33,60 Total: 59756
Q[ Posted Page 1 ef1

6. A confirmation message will be displayed.
7. Click Yes button.

iRely i21

Are you sure you want to void this record?

s J

8. Void Check mini screen will be displayed.
9. Select Reversing Date from the date picker.
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@ Back dates are allowed until the last bank reconciliation of the paycheck's bank.

10. Click OK button.
Veid Check

QK

Camcel

Derails

Check Reversing Dage: er2arzn16

@ O ¢
11. Reference No will display "Voided-[Reference no]"

12. Other buttons will be disabled.
13. Status Bar should indicate the paycheck is "Voided"

Ready

Paycheck - PCHK-746 A O x
New Search Close
EmployeeNo | GWTESCH Name Pay Period Paycheck No | PC
Bank Account | 12152015 Pay Date = Period From Period To
Dewails | Summary | Timesheet History UnpostPreview  Auditlog Attachments
Earnings Employee Taxes
Earning D Department | wc Code Hours Rate Aamount TaxiD Description Aamount
BONUS Aceounting 000 150000 1,50000 e Fegersl Income Tex 7.2
saL Accounting 8805 000 250000 250000 FICA 55 Employee FICA Social Security Employee 24056
FICAMED Employee  FICA Medicare Employee B
NET: 5290576 Hours: 0 Gross: 5000 Totl 597424
Deductions Company Taxes
DeguctionID | Paid By Deduct From Rate | RateType Amount TaxiD Description Amount
HA Employee GrossPay 000 Fixed Amount 000 FICASS Company FICA Social Securicy Company 22056
401k Employes GrossPay 300 percent 12000 FICAMED Company ~ FICA Megicare Company 5526
FUTA Feseral UnEmployment Tax 000
suTa State UnEmployment Tax 000
PreTax 5000 PostTax SD.00 Total: 512, Total 529682
? @ 2275 [ Voided 1] o1 £ Refresn

a. If the voided paycheck is a direct deposit, after voiding paycheck needs to be reprocessed.

b. Click Process button

Paycheck - PCHK-745

-
EmployeeNo | APRITTER Neme Aaron P Ritter
Bank Account | 12152015 Pay Date + 07/31/2018 Pericd From 07/2412018
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Pay Period Paycheck No
Period To Reference No
Employee Taxes
TaxiD Description Amount
FIT Federal Income Tax 3904 5
FICASS Employee. FICA Social Security Employee 2646
FICAMED Employee  FICA Medicare Employee 613
Mi-Ssate Tax Michigan State Tax 0.00
Total: §71.69
Company Taxes
TaxiD Description Amount
FICASS Company FICA Sacial Security Company 2646
FICAMED Company ~ FICA Medicere Company 619
FUTA Federal UnEmployment Tax 34
SUTA State UnEmployment Tax 226
Total: $36.32
1] or1 3 Retresn

Select File Format and click Generate
Bank file for voided paycheck is generated
. Voided paycheck is displayed in Archive tab

~Pop

1. Click Paychecks from Payroll module.
2. Select committed paycheck from the grid.

Process Paycheck screen is displayed and voided paycheck is checked
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3. Click Open toolbar button.

88 Layour Q| Filter Records (F3) 128 records (1 selected)
Paychack No Employes No. | First Name Last Name Pay Date Feriod From Period To Gross Pay Deductions Taxes | Company Taxes
PCHK-130 CJLOWE Carol Lowe 6/9/2016 1312016 241342016 1,280.00 38.40 196.22 m s
PCHE-129 RRLAURENCE  Ruth Laurence /972015 14312016 21342016 1,200.00 3800 23115 4

PCHI-128 RKBERENDS Rebecca Berends. /872016 143172016 2113/2016 1,720.00 33.60 215.22 o7

PCHI127 RHORTIZ Ramona ortiz 6/9/2016 13172018 211372018 1,280.00 38.40 196.22 m
PCHK-126 MCMORALES Mary Morales 6/9/2016 143172018 211372018 BE0O0 26.40 16249 76
PCHK125 IDPATRICK, Julia Patrick 6/9/2016 143172018 211372018 1,280.00 38.40 250,37 m
PCHI124 LIQEBRIEM Linda Obrien 6/9/206 143172016 2113/2018 1,200.00 36.00 232.80 04
PCHI123 TGLEE Travis Lee 6/9/2016 13172018 211372018 Bon.00 24.00 12481 2]
PCHK122 LDTURMAN Luey Turman 6/9/2016 143172016 21372016 BON.O0 24.00 12481 2]
PCHK-121 KTRICHTER Keisha Richter 6/9/2016 143172018 211372018 BEN.O0 26.40 16249 76
PCHE-120 ACJOHNSON Amy Johnson 6/9/206 143172016 2113/2018 1,200.00 36.00 232.80 04
PCHI-118 WYGONZALES  William Gonzales 6972016 13172018 21372018 BE0.00 26.40 16249 76
PCHE118 IMBICKEL James Bicke! 6/9/2016 13172018 211372018 BE0.ON 26.40 16249 76
PCHK-117 TACRUZ Thomas. Cruz 6/9/2016 143172018 211372018 1720000 33.60 215.22 o7

170,422.50 4,699.28 35,386.57 14,310.20

4. Selected paycheck's screen will be opened.
5. Click Void toolbar button.

Paycheck- PCHIC128

New Search Void| Bank Info
Employes No: | RKEERENDS Name: |Rebeceak Berends PayPeriod: | Bi-ezkly Paycheck Mot pCHi12¢
Bank Account: | 12152015 PayDate: |6/9/2015 Peried From: |1/31/2016 Period To: 211372016 Check No: 00000087
D Summary  Timashest  History  Attachmants (0}
Earmings Ermployee Toxes
Earning ID Department Hours Rate Amount Tax 1D Description Amount
REG B0.00 14.00 112000 FICA MED Employee FICA Medicare Employee 1575
FICA 55 Employee FICA Sotial Security Employee .36
Em Federal Income Tas 1321
NET: 587118 Hours: 80 Gross: 5112000 Total: 1215.22
Deductions Company Taxes
Deduction 1D Caleulation Type Amount Tax 1D Description Amount
ik percent 3350 sUTA State UnEmplayment Tas 576
FUTA Federal UnEmployment Tau 860
FICA MED Company FICA Medicare Company 1575
FICA 55 Company FICA Sotial Security Company 36
Total: 533,60 Total: 597.56
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6. A confirmation message will be displayed.
7. Click Yes button.

iRely i21

Are ol sure you want to woid this record?

8. Void Check mini screen will be displayed.
9. Select Reversing Date from the date picker.

G} Back dates are allowed until the last bank reconciliation of the paycheck's bank.



10. Click OK button.
Void Check

(0] Cancel

Details

Check Reversing Date: ar2afznta

@ © U Ready

11. Check No will display "Voided-[check number]"
12. Other buttons will be disabled.
13. Status Bar should indicate the paycheck is "Voided"

Bank Info  Emp|

Employee Mot | RKBERENDS [Mame:  |Rebecca KBerends PayPeriod: | Bi-Weekly Paycheck Mo ACHi-126
Bank Account: 12152015 PayDate: /972016 Period From: 1/31/2016 Period To: 271312016 Check Mo: Voided-00000087
Decaile | Summary  Timesheer  History | Actschments (0]
Earnings Employee Taxes
Earming 1D Departmart Hours fate Amount Tau 1D Daseription Amoune
Rec G000 1400 12000 FICh MED Employee FICh Medicare Employee 1575
FICA 55 Employee FICA Sodsl Securiy Employee 6736
et Federal Income Tax 1320
NET 5071.18 Hours: 30 Gross: s112000 Total: 215.22
Deductions Company Taxes
Deductan D Caleuiztian Type Amount Tar 1D Description Amount
an percent E suTR State UnEmployment Tax 576
FuTA Federal UnEmployment Tax 858
FICA MED Company FICA Medicare Company 1575
FICA 55 Company FICA Sodil Sacurty Company 623
Total: 3360 Tossl: 38756
@ & © = voided Page 1 ot
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