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[bookmark: _Toc417043068]One Time Overrides Overview
One- Time Overrides are used to override the entire amount normally deducted for a Deduction/Benefit/Accrual (DBA). One- Time Overrides can be used to adjust employee deductions, state paid benefits, and/or leave accruals.
 
Note: A One-Time Override can be created for an employee locked in payroll, but the One-Time Override will not be included in payroll unless the payroll is reset. One-Time Overrides cannot be viewed when the employee is locked in payroll.
[bookmark: _Toc417043069]One Time Overrides Lesson
Procedure

In this lesson you will learn how to do one time overrides.


	Step
	Action

	1. [bookmark: T5_F62]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Payroll link.


	1. [bookmark: T5_F8]
	Click the Payroll Processing link.


	1. [bookmark: T5_F10]
	Click the One Time Overrides link.






	Step
	Action

	1. [bookmark: T5_F12]
	Click the Add button.






	Step
	Action

	1. [bookmark: T5_F14]
	Click in the Work Date field.


	1. [bookmark: T5_F16]
	Enter the date that coincides with the last day of the pay period being processed into the Work Date field.

	1. [bookmark: T5_F18]
	Click in the Address Number field.


	1. [bookmark: T5_F20]
	Enter the Address Number of the employee into the Address Number field.

	1. [bookmark: T5_F22]
	Click in the DBA Code field.


	1. [bookmark: T5_F28]
	Enter the appropriate DBA code into the DBA Code field. Use the Visual Assist tool if necessary.  

Note: For sick and vacation accrual adjustments, always use the lower numbered DBA code. Do not use 8600 or 8601.

	1. [bookmark: T5_F30]
	Click in the Amount field.


	1. [bookmark: T5_F32]
	Enter the override amount into the Amount field.

	1. [bookmark: T5_F34]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F36]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.
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