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                                                  Client Job Aid


Correcting Negative Wages Using Manual Check Management (MCM)
The purpose of this document is to outline the steps for MCM clients in correcting negative wages caused by incorrect prior period adjustments.

Steps:

	
	Activity Description

	1
	Review the Negative Wage Report.

	2
	Print out History Summaries for the employees with negative wages that need to be corrected.

	3
	Submit a request for special payrolls to be set up for the quarters needing to be adjusted. 
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	4
	Void the checks for the individual employee(s) causing the negative wage.  

Go to Paydata ( Manual/Void Checks ( Void ( Prior Checks ( select              “Individual Employee” ( press “ENTER” on the employee ( tag the check(s) from (use your space bar to tag the check(s) ( press F10 to select tagged check(s) ( press F10 to confirm check(s) to void.

	5
	Repeat Step 4 for each employee. 

	6
	Review all voided checks.  

Go to Paydata ( Manual/Void Checks ( Edit ( View All Checks,  Ensure all necessary checks have been voided for each employee.

	7
	Generate a blank worksheet for the quarters you are adjusting.  If you need instructions on how to create a blank worksheet, contact your account manager.

	8
	“OK” your worksheet to transmit.  When the list of checks comes up, make sure you are only sending the negative wage correction checks applicable to the quarter you are adjusting.  You should un-tag any other CheckPro checks, manual checks or any out-of-quarter checks, as they should not be included as part of the special payroll. 

Note:  The client will only be able to un-tag third party payee checks if they are on version 7.3 and above.  If they are on a version lower than 7.3 and want the third party checks to process with a later payroll, they will need to let you know so they can be archived once they transmit the special payroll. 

	9
	Transmit the payroll.

	10
	Repeat Steps 8-9 for each paygroup and quarter you need to correct. 

	11
	Receive download once the payrolls have finished calcing.



	12
	Process original adjustment/reversal check(s) in the correct quarter.  Void the reversal checks for the employee(s) that just processed.  

Go to Paydata ( Manual/Void Checks ( Void ( Prior Checks ( select “Checks in Run – Name Sort” ( select your recently processed special payroll run and press “ENTER” ( tag all the check(s) listed for the run by using your space bar ( press F10 to select tagged check(s) ( press F10 to confirm check(s) to void.

	13
	Review all voided checks.  Use the employee’s History Summary as a reference to determine which quarter has enough wages/taxes to offset the negative wages/taxes.

· Go to Paydata ( Manual/Void Checks ( Edit ( View All Checks and ensure all checks have been voided.

	14
	Repeat Steps 8-12 as needed.

	15
	Print out a History Summary for all adjusted employees after all adjustment have been completed and downloads have been received.  Ensure the employee data is correct and that no negatives exist. 

Note:  If the manual/void checks are processed within the same year for an employee, then verify that the negative wages/taxes have been corrected AND the YTD wages/taxes have remained the same in the before and after History Summaries.   
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        ProBusiness Payroll


Special Payroll Request Form




Fax to      @ (925) ###-####

When requesting a special payroll, please complete the following questionnaire.  Keep in mind that the West NSC generally requires 24 hours notice for processing.  In addition, special payroll transmissions must be received by the data center by 10:00 a.m. PST for out of state and 2:00 p.m. PST for California to guarantee 24-hour turnaround for delivery.  We may not be able to process transmissions received after time stated above or their delivery may require the service and expense of a special courier. 


Comp ID(s):


Paygroup(s):


Circle or indicate the correct answers below:


		1.  Please list the reason for the payroll:




		



		2.  Please fill in the following dates:

     Payroll Beginning Date:


     Payroll Ending Date:


     Check Date:


     Call Into PRO Date:


     Delivery to Client Date:


Please leave 48 hours between the CALL IN DATE and the CHECK DATE.  48 hours is required to process tax and direct deposits!

		​____/____/____


____/____/____


____/____/____


____/____/____


____/____/____



		3.  At what frequency would you like the tax withholding calculated?  The most common frequencies are listed to the right. Please circle one.   


MO = Monthly;  WK = Weekly;  SM = Semi-Monthly; 


BW = Bi-Weekly;  SU = Supplemental Tax

Caution:  If you elect to have this special payroll taxed at the supplemental rates, ALL checks entered will be taxed at the supplemental rates.  If the earnings code you use is set to tax at the supplemental rates, then that earnings code will be taxed at supplemental rates REGARDLESS of which tax frequency you select for this special.  




		MO


WK


SM


BW


SU


OTHER: (please describe)

______________________________________________



		4.  Do you want additional tax withholdings to process on this special payroll?

		Yes / No



		5.  Do you want to select earnings codes?


     For your convenience, you may list the codes you want 


     specifically to generate, or you can choose NO and bring in codes 


     randomly as needed.  


NOTE:  Codes will only generate if the earnings are listed in the employee’s Suppay screen in the Employee Master.

		Yes / No



		6.  Do you want to select deduction codes to be taken for employees in this special payroll?


     *For your convenience, you may list the codes you want specifically to generate, or you can choose NO and bring in codes randomly as needed. Be sure to consider Garnishments, Stock and 401(k) deduction codes.


NOTE:  Codes will only generate if the deductions are listed in the employee’s Deduction screen in the Employee Master.

		Yes / No



		7.  Do you want direct deposit?  

		Yes / No



		8.  If yes to question #7, then do you want the direct deposit funds to split normally for the employee’s deposit account selection or go to the “100%” deposit account only.




		Normal Split


100% Account Only



		9.  Inserts:  Will there be inserts for this special payroll?


     (Ask Account Manager for details if this service is needed)

		Yes / No



		10.  Checks Sealed

		Yes / No



		11.  Checks:  Where should the checks be delivered to?

		Normal Split Wrap


CHECK DIS ________



		12.  Reports:  Should ALL reports be generated including General 


       Ledger?  If no, indicate below which reports you need:


________________________________________________________________________________________________________________________________________________________________________________________________________________________




		Yes / No





Your ProBusiness Account Manager will create the special payroll calendar and send it to you via download.

                   Signature






         Date
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