
 

 

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 

 
1. In Sage 100 – Payroll > Main > Payroll Data Entry 

 
 

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.  

 



 

 

 
3. Do you want to automatically pay employees?  

a. Select No 

 
 

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

 
 
 
 



 

 

5. Once you select the employee there will be a blue arrow for the check reversal.  

 
6. Reverse check box will generate, which will also allow you to use the 

magnifying glass to look up the check number 

 
7. Select the check that would need to be reversed. Then hit Select

 



 

 

8. Select OK, after you verify that is the correct check number you want to reverse.  

 
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. 

 
 
 
 
 



 

 

10. Verify the lines on Tab 2 are also showing negatives. Then click Accept and 
Print.  

 
11. Select Proceed for the Payroll Tax calculation.  

 
 
 
 



 

 

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

 
13. Select Print on the Payroll Data Entry Audit Report 

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

 
15. Go to Payroll > Main > Check Register/ Update 

 



 

 

 
16. Print your check register select print 

 
 



 

 

 
 

17. Select Yes to print the check register 

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

 
19. Lookup employee that had a reversed check using magnifying glass.  

 
 



 

 

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

 
 
 


