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                                                  Client Job Aid


Worksheet Refresh
The purpose of this document is to explain why the worksheet refresh is used and how it works.  

The worksheet refresh utility updates the worksheet with changes made to the employee master after the worksheet has been generated.  
For example, you have generated the worksheet and keyed in everyone’s hours.  Afterwards, you receive some union due rate changes that needs to be reflected on this pay period.  You have your payroll department update the union dues in the employee’s deduction screen.  Once all the updates are completed, you run the worksheet refresh utility.  The utility will update the worksheet with the updated union due rates.
NOTE:  Worksheet refresh only works on calendar payrolls.  The utility will NOT work on special worksheets
Steps:

	
	Activity Description

	1
	Contact your account manager to have worksheet refresh turned on and the menu option added.  Worksheet refresh is turned on at the paygroup level.  So, worksheet refresh can be on for one paygroup but not another if you choose.

	2
	To run worksheet refresh:
· Open company

· Go to PAYDATA → WORKSHEET REFRESH

· Select paygroup

· Tag worksheet

· Click SELECT TAGGED

· You are able to run worksheet refresh multiple times


	3
	When you are viewing a worksheet, entries that were posted to the worksheet through the worksheet generation process would be reflected in yellow if worksheet refresh was turned on
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· Earnings code 168 and deduction code 842 were manually keyed onto the worksheet.  All the other entries were from the worksheet generation process.

	4
	You can turn off worksheet refresh if you need to edit someone’s data. 
NOTE:  Once worksheet refresh is turned off, you CANNOT turn it back on until the next payroll.  Make sure that you’ve done all your changes in the employee master and you’ve run all the refreshes before you turn it off.
To turn it off:
· Open company

· Go to PAYDATA → WORKSHEET REFRESH

· Select paygroup

· Tag worksheet

· Click EDITABLE

· Click MAKE EDITABLE

· Click OK

· When you go back into the worksheet, the entries should no longer be yellow.



	5
	Things to remember:
· Worksheet refresh DOES NOT add new hires to the worksheet.
· Worksheet refresh DOES NOT delete terminated employees from the worksheet.
· If you delete a batch that contains data that was generated to the worksheet, when you run worksheet refresh, it will add the information back to the worksheet.
· If you add a supplemental pay or deduction code to an employee’s master, worksheet refresh will add it to the worksheet.
· If you delete a supplemental pay or deduction code from an employee’s master, worksheet refresh will delete it from the worksheet.
· Direct deposit information is not on the worksheet.  Changes to direct deposit accounts will affect the payroll regardless if worksheet refresh is run or not.
· If you have a paydata interface and the interface is set up to not allow data to be edited once it is posted to the worksheet, worksheet refresh will not update these records.
· If you change an employee’s rate, labor or check distribution information on the worksheet, worksheet refresh will not update these records.  

· For example, an employee reflects an hourly rate of $9 on the worksheet and employee master.  The worksheet reflects 8 hours for vacation and 16 hours of regular pay.  On the 8 hours of vacation, you update the vacation rate to $11 and leave the regular pay at $9.  You go into the employee’s master, update the hourly rate to $10 and run worksheet refresh.  Worksheet refresh will update the rate for the regular pay to $10 but it will not update the rate for the vacation hours.  It will stay at $11
· Worksheet refresh will work on second checks as long as employee’s rate, labor or check distribution information was not updated on the worksheet.
· Worksheet refresh CANNOT be turned back on until the next payroll if you’ve turned it off.
· Worksheet refresh DOES NOT work on special worksheets.


Fields that can be refreshed on the worksheet
	Employee Master
	Employee Deductions
	Supplemental Pay

	Division, Department, Job, Project
	Adding new deductions
	Adding new supplemental pay

	GL Group
	Deleting deductions
	Deleting supplemental pay

	Worker’s Comp Code
	Amount
	Amount

	Clock
	Amount type
	Amount type

	Check distribution
	
	

	Rate
	
	

	Hourly/Salary
	
	

	Cycle
	
	

	Standard Hours
	
	

	Pay by exception
	
	

	Shift1, Shift2, Shift3
	
	

	Federal & State status
	
	

	Federal & State exemptions
	
	

	Additional Federal & State withholding
	
	

	Resident & Work State
	
	

	Local1, Local2, Local3, Local4
	
	

	FIT, SIT, FICA, FMED, FUTA, SUTA, SDI, Local exempt flag
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