vices

Oregon Statewide Payroll Ser

DAS

DEPARTMENT OF
ADMINISTRATIVE
SERVICES

STATE CONTROLLER'S
DIVISION

20
OSPS YEAR END
MINI-CONFERENCE

GROSS PAY
CORRECTIONS
PRESENTATION
HANDOUTS

Presented by:
Allison Absher
Lead OSPA Help Desk Analyst

Oregon Statewide Payroll Services
155 Cottage St NE U50
Salem, OR 97301-3969

Phone: (503) 378-6777
Fax: (503) 378-3518
E-mail: OSPS.Help@das.state.or.us

2008 OSPS Year End Mini-Conference

Cancel a September Paycheck

Worksheet for Year-End Decisions

Scenario:

In mid-December, an employee’s manager sends

you an old check from

September for an employee who terminated in August. The employee is not due
any wages from September so you want to cancel the check.

Standard Questions Answer

What is today’s date?

Where does this fall within payroll runs?

Where does this fall within the calendar year?

Has there been a P190 set for the pay period yet?

What tax year is the original P190 set in?

Is there a pending set reversal?

Are there November or December dates on the
P010 screen?

CIRCLEONE: No
Yes, November Yes, December

What are you correcting?

Will your correction inerease or decrease the
employee’s taxable wage?

CIRCLE ONE:
INCREASE DECREASE

Other relevant questions:

Look at where this date falls within payroll runs.
corrective?

Look at where this date falls within payroll runs.
September check using normal procedures?

Is it too late to change OSPA for 20087

Solution:

Can you still set a September

Can you still reverse a




RESOURCES

e OSPS Processing Calendar
e Flow Chart: None

e Recommended Practice: Year
End Payroll Processing

LUTION

Worksheet for Year-End Decisions

Scenario:

In mid-December, an employves’s manager sends vou an old check from September for an emploves who
termuinated in August. The emplovee 1s not due any wages from September so you want to cancel the

check.

Standard Questions

What 15 today’s date?

Answer

~12/15/08

Where does this fall within payroll runs?

After Nov Run 2, Before Dec Run 1

Where does this fall within the calendar year? 2008
Has there been a P190 set for the pay period yet? Yes

What tax year is the original P190 set in? 2008

Is there a pending set reversal? No

Are there November or December dates on the PO10 screen?

CIRCLE ONE:

Yes. November Yes, December

What are you correcting?

Remove September time

Will vour correction increase or decrease the employee’s
taxable wage?

CIRCLE ONE:
INCREASE!_ DECREASE

Other relevant questions:

Look at where this date falls within payroll runs. Can you still set a September corrective? NO

Look at where this date falls within payroll runs. Can you still reverse a September check using normal

procedures? NO
Is it too late to change OSPA for 20087 NO

Solution:

Cannot fix by sefting a corrective, so must make wage adjustments in November or December P00
screens. Y ou would also make PO70 adjustments for whatever deductions were originally done. You also
need to compare the P370 calculation for taxes to the original check stub or payroll register and then
request adjustments if necessary. All that activity will create a negative in the current month. How you
pay the negative is to request a Vendor or Employvee Check Rewrnite off of the old check. Have it made
pavable to DAS. Then submut a Return of Overpayvment to be applied to the current negative. You will
need to set November or December 2008 check dates as applicable. If you used November. you will also

need to set a November corrective.




