USPS-R REFUND OF PAYROLL ITEMS SCENARIO — Refund Processing in Regular Pay

This scenario is specific to an employee that will be paid in a regular pay. For all Refund of Payroll Items
scenarios please click here .
USPS-R manual is available in Redesign, click on Help > DOCUMENTATION.

Refunding a payroll item for the EMPLOYEE SHARE, and the employee is paid in a REGULAR PAY:

Go to the employee’s dashboard, select Payroll ltems, open the Payroll Item, click on plus sign for Error
Adjustments. Enter a negative amount to refund to the employee. In this scenario the payroll item was
withheld in the first pay of the month and not submitted to the Payee. The amount that is being
refunded is the same amount waiting to be paid in Outstanding Payables. The negative amount will
cause a zero effect when remitting to the Payee.

After you have posted your payroll and you are ready to view or pay outstanding payables, click on
PROCESSING > PROCESS OUTSTANDING PAYABLES > click on the tab PAYABLES BY ITEM FULL DETAIL >
Select Every Pay, Monthly, and/or Quarterly (whatever payroll items you are paying in this pay) > Click
on PAYABLE REPORTS. This is your DEDRPT equivalent. Balance you payroll items. ( you will see the
negative amount refunded to the employee as well as the amount withheld in the previous pay.)

When you are ready to pay the PAYROLL ITEMS, you can either select to pay specific payroll items codes
or you can select the appropriate payroll cycle (every pay, monthly, quarterly, etc..). Click the box next
to the NAME field, this will select all payroll items and move them to the “Selected Payables Detail”
section.

Click on Post > An XML file will be created to send to the printer to print a check to the Payee and a
Payables Payment report will generate.
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If the Payroll Item is an electronic transfer then only the Payables Report will be generated (no print file)
| hope this helps as you process the refund of a Payroll Item.

PLEASE NOTE: Every refund of a Payroll Item is not the same. Please refer to the “Documentation”
instructions for future refund processing.



