1. InSage 100 -
jLi] 135 o= =
Chanpe  Charge Change  Change User
Company  Date User Settngs
Modules <

Library Master

Commen Information

Sage Inteligere Repor g
Business inoghts

Visual Process Flows
Paperiess Office

Gener  Ledoer

El Bl B EN E) BN EI E)

Accounts Recervable

Customer Refationshp Management
Accounts Payasbie

2aprel

I Bl B Bl

stewart’
tec

h

How to Reverse a Payroll Entry

If you need to void or reverse a payroll check that an employee lost or needs to be

replaced

Payroll > Main > Payroll Data Entry
_ v
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Alow empioyees weh other pay Cycles for Lonus and commsscns

2. Enter your normal pay cycle > Period ending date > Check date > Select OK
a. Reminder: if you put the period ending date, the period starting date will
auto-populate.

B ray Cycle = X
[ Pay cyce Biweeky v Lot
Period Starting Date [122212023 [
Pericd Ending Date 111472024
Check Date |1/5/2024
Deduction/Earnings Period M r-!anualTaxes ) -
Automatic Deductions
o Automatic Earnings
Days Worked ﬁ Print Checks
Weeks Worked 2 Direct Deposit

Standard Earnings Code

Allow employees with other pay cycles for bonus and commissions
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3. Do you want to automatically pay employees?
a. Select No

. Sage 100

9 ) Do you want to automatically pay employees?
-

4. Choose the employee for whom you want to reverse. Use the magnifying glass
to look up the employee list.

i - I 3/2024 - O
[Emnmm Gk]% BB Kda M Pay Cycle..
Name Tax Info

| Entry No. Q, Pay Cycle Pay Method
1. Header 2. Lines Q
Days Worked 0 Bank Code Q,
Weeks Worked 0 Check No.
Print Check - Check Date 7
B Active Employee List - 0O X
Employee No  Last Name First Name A %
[ ARMSTRO  ARMSTRONG JOHN
| ASHMORE ASHMORE FELIX
BASN BASN TARVUS
| BECK BECK WRNFORD
BECKL BECK STEPHANE
BOLDEN BOLDEN SAMUEL
BOWERS Bowers k Jerry
BROWNT BROWN TATYANA
CADNEY CADNEY BRANDON
CANNON CANNON DELVIN
CASTEEL CASTEEL HAROLD
CHAPMAN CHAPMAN I CHARLE
CLAY CLAY GARY
Pay Check| | cLayp cLAY DARNS
Hour§ | mmsnerav AL iIEAUI AN Y Jant
00
Search | Employee No v | Begnswih v || | Ene =
Dedl - ) I
= Faers.. 5 9,
Custom... - Lookup Wizars.. EEERR e o
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5. Once you select the employee there will be a blue arrow for the check reversal.

B Payroll Data Entry (PST) 2/8/2024 - (] X
EmploveeNo, [asHMORE Q2. BB W 4 » M Pay Cycle...
Name FELEX O. ASHMORE Tax Iifo
Entry No. (REN Pay Cycle |Biweekly Pay Method |Hourly

1. Header 2. Line =

Days Worked 0 it | Bank Code O\)

Weeks Worked 0 Check No.

Print Check ‘ v Direct Depos Check Date [9]
Check Amount 00

6. Reverse check box will generate, which will also allow you to use the
magnifying glass to look up the check number
B Reverse Check ? >

Check No. | @

Lockup

(| cence 7

7. Select the check that would need to be reversed. Then hit Select
B employee Check History List - () X

Check No Cneckaate Check Amount Dir Dep Amount Bank Coede Pay Cycle Pay Period Start

0000030381 1/19/2024 1,034.90 .00 B Biweekly  1/472024
0000030267 1/5/2024 964.08 00 B Biweekly 12282023
0000030361 1/19/2021 1,034.90 00 B Biweekly 17472024

[y

Search ;CheckNo v] Begins with - l } Find

Fiters...

Custom... Lookup Wizard... Cancel [;2 g 9
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8. Select OK, after you verify that is the correct check number you want to reverse.

B Reverse Check 7 A

Check No. 0000030267 i‘

9. The Payroll Data Entry will now say “Check Reversal” at the top in red. You will
notice all the amounts now show up negative.

B Payroll Data Entry (PST) 2/8/2024 = a X
Emplovee No. | ASHMORE QY EZE 44> E Pay Cycle
Name |FELIX 0. ASHMORE S
Entry No. 1 QB l *+ Check Reversal ™ JPay Cycle |Biweekiy Pay Method | Hourly

1. Header 2. Lines g
=1
Days Worked 10- t fuct | Bank Code B lo\‘ Bank of COmmerce - PayrollAcc
Weeks Worked 2 v Check No. 0000030267
Print Check No v , [ Check Date 152024 [T
Check Amount 964.08-
Dir Dep Adjustment 00
Earnings Voluntary Deduct Taxes Direct Deposit Net Amount
130185 | 1423¢-] | 195.38-] | o] | [ ses08]
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10. Verify the lines on Tab 2 are also showing negatives. Then click Accept and

Print.

B Payroll Data Entry (PST) 2/8/2024 - (] X
Emplovee No.  ASHMORE QY EZE K YEPNE Pay Cycls
Name |FELIX 0. ASHMORE o
Entry No. 1 = : = Check Reversal ™ Pay Cycle |Biweekly Pay Method Lﬁcurs'

i [ - 2
Line Type | Code Rate | Hours ‘ Basis Amount \ Amount | | Labor Code
1 | Eaming 000001 15.500 83.99- 1,301.85-
2 BCBS 12575-

| Deduction

Code Desc | Cafeteria Plan

»ah;s Tygrl

~ Date Worked \

Deduction Type i Cafeteria Pian
Tax Profie Codei[ MS

Pay Check Totals
Earnings Voluntary Deduct Taxes Direct Deposit

an

Net Amount

964.08-

Hours
00 |

I a0

142.39. 195.38

83.99-| 1,301.85-]

| | of |
(EIrzaE.

Taxes...

9 Deductions

Q.

1. Select Proceed for the Payroll Tax calculation.
B payroll Tax Caleulation ? =

PAYROLL T&X CALCULATION
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12. Select Yes to Print the Payroll Data Entry Audit Report
a. This report will allow you to see what you are reversing.

B s:q: 10 ot

b } Do yvou want to print the Payroll Data Entry Audit Report?
-

L) -

13. Select Print on the Payroll Data Entry Audit Report

B Payroll Data Entry Audit Report (PST) 2/8/2024 - O .
Report Setting STANDARD ]Q Save ~
Description Payroll Data Entry Audit Report j
Setting Options

Type Public v | Print Report Settings | Number of Copies 1‘5 c
Default Report Three Hole Punch O te V]
Sort Report By }'Employee Number v Print Condensed [ |
Options
Print Summary Report | Page Break by Employee [ ]
Additional Information to Print
Employee Earnings Tax Information
Employee Deductions Direct Deposi Information | Last 4 Digits
Selections N
Select Field | Operand " | Value
Employee Number All - |
Employee Last Name Al -
Sort Field Al - |

Keep Window Open After
prit [] Preview []

14. After you review the audit report, you need to post.

}' Cam TS5100 ;eries (rediraed) ford v -‘

15. Go to Payroll > Main > Check Register/ Update
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Modules < | Searchaltasks
i Library Master - Main
il Common Information
= ¢ ) 3} Employee Maintenance
g Sage Intelligence Reporting =
s v Employee Inquiry
g Business Insights =
= v Payroll Data Entry
&3 Visual Process Flows = .
vp Payroll Tax Calculation
B3l Paperless Office -

Payroll Data Entry Audit Report
i General Ledger -

Earnings Register
El Accounts Receivable =| Time Off Register
&8 Customer Relationship Management =| Deduction Register
'n'Tl Accounts Payable =| Pension and Cafeteria Plan Register
ﬁ Pavroll =| Labor Distribution Report

&8 Inventory Management Employer's Expense Summary

b b

&3 Sales Order =| Certified Payroll Worksheet

b

—a—l Purchice Ordir Pre-Check Register
= , - =] Check Printing
i Return Merchandise Authorization 2,
= v| Check Register Update
&l Bill of Materials s
v| Daidy Transaction Register

i Bank Reconcliation
16. Print your check register select print

B Check Register (PST) 2/8/2024 ? >4
Current General Ledger Period 01 Ending  1/31/2023
Payroll Posting Date 21812024 ]

Dwect Depost Comment PE01/04724

'j Notice: This Payroll posting date falls into a future General Ledger period.
.

Canon TS5100 series (redirected) ford v
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17. Select Yes to print the check register
. Sage 100 *

o ] } Do you want fo update the Check Register?
L]

18. Once that is posted go back to Payroll > Main > Employee Maintenance

il Library Master - Main

ﬁ] Common Information

= 7 Employee Maintenance
a8 Sage Inteligence Reporting d
Ay Employee Inquiry
! Business Insights
Payroll Data Entry

ﬁl Visual Process Flows _
vp Payroll Tax Calculation

& Paperless Office = Payroll Data Entry Audit Report
i General Ledger =! Eamings Register

ﬁ Accounts Receivable =| Time Off Register

i Customer Relationship Management =| Deduction Register

ﬁl Accounts Payable Pension and Cafeteria Plan Register
ﬁ] Payroll Labor Distribution Report

E‘ Inventory Management Employer's Expense Summary

19. Lookup employee that had a reversed check using magnifying glass.
B £mployee Maintenance (PST) 2/8/2024 - | x

Employee Mo. I:&]H 4 bW e I

First Mame Middle Name Suffoc

I 1. Main IZ.Mdiﬁunal 1. Benefits 4, Taxes 5. PayDefaults . Eamings 7. Deductions 8. Pay History

Mailing Address
Country Q_, Social Security No.
Address £ Birth Date

ZIPiPostal Code

City State/Province

Talanhnna 4 Pt -
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20. Go to Tab 8 -Pay History and verify the check has been reversed.

. Employee Maintenance (PST) 2/8/2024 - O X
Employee No. ASHMORE O 14 4 b Pl [ More.. v
LastName  |ASHMORE

- | - 1 s
FirstName  |FELIX | Middie Name |0 Suffx ]

1. Main 2. Additional 3. Benefits 4, Taxes 5. Pay Defaults 6. Eamings 7. Deductions | 8. Pay History
Date Check No Gross Earnings FederalTaxes  State Taxes  Deductions NetPay Regulart 2024 v
1/19/2024 0000030361 1,393.92 169.63 47.00 14239 1,034.90 7S. m
1/5/2024 0000030267 1,301.85 153.38 42.00 14239 964.08 83. @
11572024 0000030267 1,301.85- 153.38- 42.00- 142.38- 964.08- 834 .
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