3/4/08
REPAYMENTS OF PAYROLL OVERPAYMENTS IN PEOPLESOFT

Repayments in the Same Calendar Year
the Overpayment was Made

Repayment by Personal Check
If a repayment is made by personal check, an HR Payroll Specialist will process
the repayment in the system on a pay sheet (a process used to create manual
adjustments on a payroll run) and create a transaction to process the repayment.

This transaction will credit back the agency/org based on the current mapping for
the position.

The repayment check received from the employee is deposited by Financial
Services in a clearing payroll balance sheet account. The deposit of the check
does not credit the department’s agency/org. The department’s agency/org
receives the credit when HR/Payroll processes the transaction in PeopleSoft.

View in PeopleSoft

You can view this transaction in PeopleSoft through the VIEW
PAYCHECK function. You will need to search all the paychecks for the
employee until you find a negative paycheck.

| Paycheck Eamings ' Paycheck JTaxes | Paycheck Dedudtions
EmpliD: 1000195659 MName:  Smith John
Company: 450 Pay Group: &412 Pay Period End:  12/21/2007 Page: 706 Line: 1 Separate Check:
Paycheck Status: Confirmed Paycheck Option:  Manual Eamings: -5.745.46
Taxes: -1 745 47
| te: 25201 P heck N T B4
ssue Date 0772572007 aycheck Number: 5434 Deductions: 0.00
O Cycle Reprint Adjustment Cormectad Cashed Het Pay: .3.099.09
[ Eind View Al First Last
Begin Date: 121772007  End Date: 12212007  Addl Line & Reason: Mot Specified
Employment Record Number: 0 Benefit Record Humber: Agditional Dala
Hours: 0.00 Hours: 0.00 Hours: 0.00
Rate: 33.0082T9 Rate: 0.000000 Rate: 0.000000
Eamings: 0,00 Earnings: 0,00 Earmings: .00
Rate Code: Rate Code:
Rate Used: Hourly Rate Shift: NiA Shift Rate:
State: AZ Locality:
Other Earnings Customize | Find | View All | B2 First [l qar1 " Last
Other Earnings Details 1 | Other Esmings Detals 2 | [F5)
Code Description Rate Uged Hours Raie AmMount
CRG Contract Eamings Hourly Rate -5, 745 46
~ Special Accumulators [Eind| | | B 4] s oral¥
Code  Description Hours Eamings  EmplRcd#
RET Retirement 4014 -5, 745.46 ]
RSL Ratiree Accumulated Sick Leave -5,745.46 ]
SAV Supplemental Retirement -5,745.46 ]
WC Workers' Compensation =5, 74546 o
2 Return fo Search |+ Previous in List | 4[f] Nexiin List | [=] Notify
Paycheck Eamings | Paycheck Taxes | Paycheck Deductions
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View in myReports
You can also view the repayment in myReports using the Pay Earnings

with Redistribution Query. You will see a separate transaction for the
credit amount.

Filtes Drag Repoe Cokumns heve lo creale Fllers

vear | PayEna Dt | Position b | Person Nm Empid | EmptRed | Emea | AcctCd account | Sorg | Expenditure Code | Eamings | Transaction Num

HH| 008 122172007 100699 ith,Joh 1000195659 0 CRG VMISO06711001  VMIS006 711001 574546 0
2 | 2008 12/21/2007 100699 Smith,Joha 1000195659 0 CRG  FGS0033711001  FGSO033 7001 -399999 115863
3 2008 01/27/2008 1006599 ¢ Smith,John 1000195559 0 EMP  VMISDDSTII001  VMISODS 71001 53304 0
T. B L R Y T ] ] smﬂ.h.Jﬂhn 1MW GRARG 0 Fae Ertdim Tann ES1dn T LT 14 n

View in Advantage

In Advantage each payroll run is interfaced in a consolidated total. You
will need to use myReports to view detail.
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e Repayment as a Reduction in Pay

Repayments through a reduction in pay are processed through the Additional Pay

Option in PeopleSoft. An HR Payroll Specialist will set up an Additional Pay
with a negative amount. The overpayment may be processed over multiple pay
periods. This transaction will credit back the agency/org based on the current
mapping for the position.

View in PeopleSoft

You can view this transaction in PeopleSoft through the VIEW
PAYCHECK function. The reduction in pay amount will be part of the
total paycheck. You will see a separate line in the paycheck for the
repayment as a negative amount.

[ Paycheck Eamings Y\ Paycheck Taws | Paycheck Deductions |

Empi; 1000422391 Mame: Taylor,Mania
Company: A51 Pay Grompe 5S4 Pay Period End: 0226/72007 Poge: 18 Line: 1 Separate Check:

Paycheck inbormation
Paycheck Status: Confirmad Paycheck Opion:  Advice Earmufigs: 1,033.50
Da Taxes: 18304
ague Date: 08312007 Paycheck Humber S33258 Deducions: 10.00
O Cycla Reprint Adjustment Cormecled Cashed Het Pay: 84056
Begin Date: 08122007  End Date: 02262007  Add Line #: Reason: Mot Specfied
Employmont Record Number: 1 Benafit Roecord Mumba: 0 m
Hours: 3500 Hours: 0,00 Hours: 0.00
Rata: 47 163462 Rafte: 0.000000 Rate: 0.00D0:00
Eamings: 169138 Earnings: (.00 Eamings: (.00
Rate Code: Rate Code:
Rate Used: Houry Rate Shift MNi& Shift Rate:
State: AZ Locality;

SCasl ACCUmiEalons

RET Retirgmaent 4014 3500 103360 1
REL Rebree Accumulated Sick Leave 38.00 103380 1
SAY Supplemental Retirement 35.00 103380 1
we Workers' Compensalion 35.00 103380 1

..’.‘Lmnnm| tlﬂbmmnm| @mm.uf E'Ilwﬂvl

Paycheck Eamings | Bavchack Taves | Pavcheck Deductions
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View in PeopleSoft Additional Pay
The repayment as a reduction in pay is set up in the ADDITIONAL PAY

Function.

[ Addtonal Pay |
Taylor, Maria EWP itx 1000422391  EmplRocd#®& 1
HE

*Earnings Code: | AUX O ajswiiiary Pay

Effectren Date
BE

=y

Effectve Date: | DBM22007 W
“Addl Soq ¥ 1 End Date: 08262007 & BHE
Rate Code: Q Reason: Not Speait -
Earmings: 65778 Hours: Hourty Rate:
Goal Amiaant: E5T.TE Goal Balance: §-L57.78

Sep Chi & ] Disable Direct Deposit Dmmm E]oump.r
wumm Flfirst [ Second [ Third

| Eimeety | womerwan| | 0 meade Mistory

Hhﬂj Amuﬁwml rﬂl’lﬁmnwl .

View in myReports
In myReports gross pay amounts are summed by account, pay period end

date and earnings code. If the negative additional pay went in under a
different earnings code, myReports would pick up the total by earnings
code. In this example, the person was paid under earnings code REG and
the negative Additional Pay was posted to earnings code AUX. If the
negative Additional Pay was processed under earnings code REG the entry
in PeopleSoft would net these amounts together.

Filber

I Drag Repoit Columns here fo creale Fillers

Expenditure C

ode | Earnings

I ficcatvear | PayEnd Dt | Position Mbr |

2008 08/26/2007 134136
2008 08/26/2007 134136
2008 0872672007 134136

Person Mm
“Taylor,Maria

Emplid
1000422391
1000422391

| Em pl Rcd i Erncd

1 REG
1R.EG

e
1000422391

1000422391

1 ALX

AcctCd
FA11002.7110.01
FAEII:IJG 711001

FAS10086, ?I10E|1

| Account

FA11002

FASI006
>

FkSIIIIG

Sorg |

711001
71100

711001

|25854

42284

16445

| Transaction Mum

2008 08/26/2007 134136

View in Advantage
In Advantage each payroll run is interfaced in a consolidated total. You

will need to use myReports to view detail.
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REPAYMENTS MADE IN THE CURRENT
CALENDAR YEAR FOR OVERPAYMENTS
MADE IN THE PRIOR CALENDAR YEAR

o Repayments made through an employee payroll deduction
An HR Payroll Specialist will set up an employee payroll deduction to
allow the employee to repay over an agreed upon term. The payroll
deduction code PAYO08 is utilized. On a pay period basis, Financial
Services will process an Advantage journal entry to credit the
department’s account for the amount that was deducted that pay period.
Financial Services is using the current mapping for the position to post the
credit. As of 3/01/08 we have 44 employees set up on this repayment
method. If the credit should have been posted to a different account please
contact Sandra Minor in Financial Services and she will make the change.

o Repayments made with a personal check
Credits to accounts for repayments made via personal check will be posted
to departmental accounts through an Advantage journal entry.

Financial Services
Commitment Accounting



