REVERSE AN EMPLOYEE CHECK

Has November
Run 2 closed?

Checks for periods
October and prior
cannot be cancelled.

Contact OSPS to work
through the steps
necessary to correct
OSPA for W-2
reporting.

Has December
Run 2 closed?

Checks dated for the
prior year cannot be
cancelled.

Contact OSPS to work
through the steps
necessary to create a
Corrected W-2.

per normal process.

No restriction; cancel a:

)

Will you be
rewriting some of
this check to the
employee?

Complete a Reverse
Employee Check form.

Send cancelled check

Is the employee
terminating in
December?

Follow this path for checks cut
in the NOVEMBER pay period.

A

and form to OSPS for
processing.

\f

Follow this path for checks cut
in the DECEMBER pay period.

Will you be
rewriting some of
this check to the
employee?

\

Set 11/30 Final check
dates on P010.

Set November
corrective flag on P190.

Consolidate all prior wages and
corrections into December.

(Cannot have a prior corrective
on a December term.)

\

Check to see if there are December
P010 dates set.

If so, send an e-mail or fax to OSPS
to request they be removed.

A

No restriction; cancel as
per normal process.

YES

»<_YES

If requesting a
manual check, print
corrected P370 and

fax to OSPS.

A 4

4>

If requesting a manual
check, print corrected
P370 and fax to OSPS.

If you'll be requesting a
check before noon on 12/
31, please write “please
set P010 dates” on the
request.

A
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