HRMS Processing (Entry of Manual Check in PeopleSoft)
Scenario
Employee was overpaid gross amount of $134.20 with Earnings Code ‘DCK’.  Agency calculated net pay and employee sent in personal check for $125.54.  A Manual check must be entered into PeopleSoft to credit the employee balances to ensure the W-2 wages are correct.

Reminder
If repayment is for a prior calendar year, request GTAHRMS to create a Special Off-Cycle calendar for the year being corrected.
The following five panel shots show the different panels and what would be entered for our example.  

Panel 1  
‘DCK’ earnings code used due to the fact that overpayment originally occurred with this code.  Entry is as a negative amount as is the Total Gross and Net Pay amounts.

Panels 2-4 
All applicable deductions must be entered including Employer Amounts.  Deductions Taken is set to ‘Subset’ and Deduction Subset ID ‘OFF’ is used.  Using this Subset ID allows calculated base for SHBP and Employer’s TRS to calculate. 
Panel 5 
Applicable tax amounts entered. 
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Calculated check is as follows:

Panel 6 – Earn Code ‘DCK’ appears in the Other Earnings section as negative amount.  All categories (Earnings, Taxes, Deductions, and Net Pay) are negative dollar amounts.
Panel 7 – FICA-MHI has negative tax withheld as well as negative Taxable Gross.  Percentages must be correct for FICA-MHI and OASDI if employee subject to both.  Federal and State Taxable Gross is less than FICA-MHI due to TRS deduction being before tax.

Panel 8 – Deductions entered as refunds are negative amounts.  Calculated Base for SHBP and TRS Employer Contribution are calculated.
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Once calculated check is error free and has been reviewed for accuracy, confirmation is required.  The confirmation process updates balances.  
After balances have been updated W-2c forms will need to be produced for employees that have prior year repayments.  Agency will need to process W-3c and 941c forms also.  Instructions for W-2c, W-3c and 941c processing can be found on the I. R. S. website.
References:

HRMS Business Process PAY 0604 Adjustment-Employee overpayment or repayment

I. R. S. website (http://www.irs.gov/ )

Accounting Entry from Payroll Generated After Payroll is Run and When Labor is Released to GL
DR
215530 Fringe Liabilities



CR
51XXXX Fringe Expense

DR
215XXX W/H Accounts


CR
196051 Clearing Acct – PR WH (Undist)


DR
196050 Clearing Acct – PR WH (Distrib)

DR
101XXX Payroll Cash





CR
510XXX Wage Expense

DR
200050 W/H Liabilities



CR
215XXX W/H Accounts

Financial Processing

Accounts Receivable

Personal check will need to be deposited using current procedures for recording deposits (refer to Training Manual for AR).

DR
Operating Cash

    CR

196XXX
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General Ledger
After receipt is processed a Journal Voucher will need to be processed to update General Ledger accounts properly.  Follow current procedures for JV processing.


DR
196XXX

    CR

Payroll Cash
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If repayment is for a prior fiscal year, it may require an entry to surplus to offset current year expense accounts.
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