Nebraska Information System (NIS) Paycheck Review and Void

£ Paycheck Review and Void

Overview

Paycheck Review and Void can provide valuable information, such as
distinguishing between “regular” payroll payments and interim payments. Also
use the Paycheck Review and Void to verify a paycheck was written.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal

agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, HR_PR .
(Citrix users —right click on the menu, choose Apply Roles, choose HR_PR.)

Human Resources and Payroll — Agencies > Inquiries & Reports > HR/Payroll
Inquiries > Payroll Inquiries > Paycheck Review and Void

Steps

Start this instruction from the Paycheck Review and Void - Work with Payment
History window.
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Paycheck Review and Void - Work With Payment History [}
Find Concel Row Eorm  Iodls
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Employee Identification

Payment/itern Number

Date - Beginning Effective Date - Ending Effective

Home Business Unit ‘?

GiL Bank Account [

Records 1-1

m Address Alpha Check Payment/ Pay Per Total Taxes R Check
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1. Enter the Employee Address Book number in the Employee Identification
field in the header.

2. Click Find.
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Paycheck Review and Void - Work With Payment History (L))
Find Cancel Row Form ool ‘
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Employee Identification [1 07351 TEST, BARBARA A -
Paymentitem Number [

Date - Beginning Effective [ Date - Ending Effective [

Home Business Unit [ GiL Bank Account i*

Records 1-30

Address Alpha
[

Humber Name

® 107351 TEST, BARBARAA 013172002 80022397  12/31/2002 37867 40258 ii

(@] 107351 TEST, BARBARAA 02/28/200% 80045891 01/31/2003 378.67 402.57 s

(@] 107351 TEST, BARBARAA 03731/2002 80075268 02/28/2003 391.61 456.45

(o) 107351 TEST, BARBARAA 0413012002 80100672  03/31/2003 39161 456.44

O 107351 TEST, BARBARAA 0573002002 80136628 04/30/2003

O 107351 TEST, BARBARAA 05/30/200% 70035048 04/30/2003 39161 45644 R
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3. Scroll to the right to see the Interim Check Code (IC) field.

& A ‘blank’ in the Interim Check Code (IC) column indicates a regular payroll
payment. An ‘I’ in the Interim Check Code column indicates an interim
payment. An ‘X’ indicates the payment was voided.

4. Information on individual payments can be accessed by choosing a payment
and clicking Row, Review Payment. The Paycheck Review and Void -
Payment Review and Void window appears.
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Paycheck Review and Void - Payment Review and Void ] |~
OK  Find Cancel Form ool
Employee Ma. [1073851 TEST, BARBARA A Check Contral Mo 32395833
Check Date [m1721/2003 Check Mumber 80022387
Check Summary.
Gross Pay [2,560.77 Hourg [17333
Tatal Deductions 22052 Benefits I78.67
Taxes Withheld 40258 Taxes Paid 180,76 =
Net Pay [lesrer
Earning Detail DBA Detail Tax Detail
Records 1-4 ecid B B &
Type PayiAceccrual Work Hours Pieces Rate Gross Tax Area Account Humber
Description Date Amt
1 Regular Pay 1231720 147.83 14774 218404 I8 1351120551111
O 30 Wacation 1231520 16.00 14774 23638 I8 1351130551211 -
(@) 40 Sick 1231520 8.50 14774 14035 28 13611306 51221
® = 173.33 256077
<l n | 2] [v]
&] Done =] & Internet

5. The first screen gives the time card information associated with the payment.

ﬁ The Check Number is in the upper right corner of the screen. You can tell if
the payment was a regular check, a direct deposit or an Interim check by the
number.

- Numbers that begin with 70....were warrants issued -- an actual check.

- Numbers that begin with 80....were direct deposits.

- Interim checks will have a number that begins with 70.....but within the grid
under the IC column, there will appear an "I" if the check was an Interim

PeopleSoft EnterpriseOne Rev.01/11/2006 400



Nebraska Information System (NIS) Paycheck Review and Void

check. An X in that column will indicate that the original check has been
voided.

ﬁ Click on the ‘DBA Detail’ tab to see DBA information related to the payment.

ﬁ Click on the ‘Tax Detail’ tab to see Taxable Gross Pay (total gross pay less
tax sheltered deductions), Excludable Gross Pay (tax sheltered deductions),
and calculated taxes for each Tax Type.
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