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Pay Information — Stop/Cancel Payments I

Stop/Cancel Payment

Overview

Guidelines

History

Key Activities

At times, it may be necessary to cancel certain payments being generated through the regular
payroll process.

Only A & H roles have the ability to cancel a payment.

The following guidelines apply to canceling payments.

> Cancellation of payments can only be processed after the File 1 Preliminary has run and
prior to the Final File 1.
Payments can not be cancelled once the Final File 1 has run.
Supplemental payments (i.e., Overtime, On-Call, etc.) will need to be cancelled after the
Preliminary Supplemental Payroll run.
Payments associated with transactions processed after the Preliminary File 1 runs will not
be displayed and therefore can not be cancelled.
Cancelled payments can be reinstated if the request has not been processed (i.e., prior to
the Final File 1 being processed).
Canceling a payment for a wage type will stop the entire payment regardless of any cost
assignment splits.
» Cancelled payments will reflect on the Gross Pay screen.
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The Cancel Leave/OT and Cancel OPS payment screens will now be accessed through this
screen. These options have been removed from the Time and Payroll drop down menu.
Cancelled payments will continue to display on this screen to provide historical records. Click on
the radio button for a particular payroll run to view the cancelled payments for that run date. All
payments that were not cancelled will no longer display on this screen once the Final File 1 has
run for that payroll run date.

The following activities will be covered in this section of the Payroll Information User Guide

Topic Page
Navigating To The Stop/Cancel Payment Screen 3
Cancel a Payment 5
Reinstate a Payment 7

Continued on next page
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Pay Information — Stop/Cancel Payments I
Stop/Cancel Payment, Continued

Cancel Pay e
. . . StopiCancel Payment

Screen This section contains

the employee’s

personal information.

Employee D # 99999999 [ Jane Doe

Title: |72800157 - OPS PARALEGAL SPECIALIST Agency. [DMS - Management Svcs

StopiCancel Payment->Overview

Run Date | Run Type | Period Begin|Period End| Status
® 12075 B 082505 |09/0BI05 This section provides
HEEE 10 information on all payments.

Menu

StopiCancel Payment->Details

tatus Wage Type  Description Beqin Rate Begin Hours EndRate  EndHours TotalGrose  FTE  Period Beqin  Period End

. . To be Paid 9171 OPS REGULAR SALARY §11.00 40.00 § 44000 100% || 12/02/05 121505
ThlsseCtlon . To be Paid 9171 OPS REGULAR SALARY §11.00 80.00 § 880.00 100% || 1021105 11103105
prOVIdeS the detalls To be Paid 9171 1 TIME HRIAMT: OPS REG. SAL. §11.00 116.00 §1,276.00 100% || 08/26/05 09/08/05
Of paym” runs. To be Paid 9171 1 TIME HRIAMT: OPS REG. SAL. §11.00 116.00 §1,276.00 100% || 08/12/05 08/25/05

PLEASE NOTE: Payments are StoppediCancelled by Wage Type, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates, etc.

Other available cancellation methods:

Key Fields The following table provides details on the key fields found on the Cancel Pay screen.
Key Field Description

Status Indicates whether the payment is to be paid or stopped.
Wage Type Indicates the wage type associated with each payment.
Description Provides the text of the wage type.
Begin Rate Indicates the rate of pay at the beginning of the pay period.
Begin Hours Indicates the beginning hours of the pay period.
End Date Indicates the rate of pay at the end of the pay period.
End Hours Indicates the ending hours of the pay period.
Total Gross Indicates the total amount for that wage type.
FTE Indicates the Full Time Equivalent for that position.
Period Begin Indicates the beginning date of that pay period.
Period End Indicates the ending date of that pay period.

Continued on next page
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Pay Information — Stop/Cancel Payments I

Stop/Cancel Payment, Continued

Accessing The
Screen

Follow the steps below to access the Cancel Pay screen.

Step

Action

1

Click on the My Direct Reports link from the Quick Links list on the People First Home
Page. The Time and Payroll Menu screen will be displayed.

| [T (enagement| Actions Personal o [ Time and Payroi Job Appications| (Health & insurance [Org Wanagement| |

2 | HRPoicy | Logoff

Welcome

Today is Thursday, January 1, 2004

Your Current Position is ASSISTANT WARDEN-DC
Your Email Address is John.Doe@hotmail.com

Quick Links =t My Alerts ! Activities

[]|199167 Mr Tracy E Bell has requested ADMIN - JURY DUTY. Please respond using the “Approvaks” process

Beannoel i oe [ |211185 Ms Taylor L Wison has requested leave in conjunction with FMLA. Plesse respond using the “Approvals” process
Aftendance & Leave

Training Management
Performance Management
Job Requisitions

Job Application

Health & Insurance
Personnel File

Org Management

[] [Employee 198167 Mr Tracy E Bell has time that is ready for approval for pay period ( 12/05/2003 - 12/18/2003 ).
|:| Employee 211224 Wr Jan H Martin has time that is ready for approval for pay period ( 12/05/2003 - 12/18/2003 ).
(] Employee 199167 Mr Tracy E Bell has time that is ready for approval for pay period ( 11/07/2003 - 11/20/2003 ).

Please act upon Personnel Action Request form 00000335 for employee Mr Glenn A Wiliams , Personnel Number 00137032
O

Please act upon Personnel Action Reguest form 00000337 for employee Mr Alex D Carter , Personnel Number 00190666
O

(] Please act upon Personnel Action Request form 00000339 for employee John Smith , Personnel Number 00000000

h has req FAMILY SICK LEAVE. Please respond using the "Approvals” process.

Carter has requested ANNUAL LEAVE. Please respond using the "Approvals” process.

Click the My Direct Reports quick

link to access the Time & Payroll 0
section of the system.

NOTE: For information on logging in to the People First system, refer to the Navigating
the People First Web Site User Guide located in the On-Line Training Tool.

Click the radio button (circle) to the left of the employee’s information on the
Management menu to select the employee.
‘Home [P Actions (Personal nfo | Time and Payrall | Training | Perfarmance [ Staffing| Job Applications | Health & Insurance | Org Management

v | HRPoicy | Logoff
Management i={ Search | —
Ready to Navigate: G L Gi
* My Role View | G0 Search by Employee 0/ Search by Position 0
e First Title
Employee Time Entry Approval |% Go " -
[l My Direct Reports Go Last: Pos ID:
Administration Emp ID:
On Call Assignment :v Go
Personal Information Maintenance Results =
Drivers License (vl
] Ei . . le Org. Org. Desc
Click on the radio button
Work Information Maintenance
— MAINTENANCE
‘Action History ] to select an employee SUPPORT-LEVELI (5550008400 |, ' i
Time and Payroll Career MAINTENANCE [ |
Service 55008608 OFFICE SUPPORT-LEVEL | 5550008400 HOLDING UNIT

One-Time Regular Payroll Pay ] OFFICE SUPPORTLEVELT
SES 55013383 - " |ss08401010 BISCAVNE

Positions SES
Open/Close Vacancy v o Z;?:;L 55008508 OFFICE SUPPORT-LEVEL | 5550009400 :ém-:gﬁﬁ
Benefits MAINTENANCE

- lo) SES |55008508|OFFICE SUPPORT-LEVEL|  |5550008400| ' A" s
Benefitz | w

4] Career MAINTENANCE
o _ lo) o | ooT®|55008508| OFFICE SUPPORT-LEVEL | (55500084001, h e e Al

rrrrr ] Fil

NOTE: If there is no Employee Name or Employee ID, then the position is vacant. While
you still maintain this position, no one currently holds it.

LAST UPDATED ON 12/9/2005
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Stop/Cancel Payment, Continued

Pay Information — Stop/Cancel Payments I

Step

Action

Select Stop/Cancel Payment from the Time and Payroll drop down menu, by clicking

the =1 button.

Work Information Maintenance
Action History ¥

Time and Payroll

Employee Time Entry

Baze Work Schedule Assignment
Leave and OT Request on Behalf
Pay Info

One-Time Regular Payrol Pay
One-Time Pay Deductions
Recurring Pay Additives & Military Pay
Recurring Pay Deductions

ClP

Flexible Work Schedule

Leave Balance Adjustmentz

0T Election

FMLA/FSIWP Leave Request

JAC { 5CS Time Entry
Supplemental Pay

[C
L]

Go

Ll
L]
14

Employee Time Entry v Go

Go

Go

Go

Go

UUT T 3080 | ALUNA MULAFFERTY | Sily

114

SIWTUUUT | SELKEIART UF ENVIHUNMENTAL FRUTELTIUN

Select Stop/Cancel Payment option.

Click the Go button. The Stop/Cancel Payment screen will be displayed.

Management
Ready to Navigale.
Approvals
Employes Time Entry Approval ¥
Administration
Maintain ProjslActziSubActs
Personal Information Maintenance
Drivers License v
Work Information Maintenance
Action History v
Time and Payroll

StopiCancel Payment

i earcn

* My Role View |G

Go My Direct Reports | G0 Last
Emp ID:

EmpID |Emp Name

SMS

14

Search by Employee |G
First:

Term? D

Emp Type|Pos ID  |Pos Title

37010001 | SECRETARY OF ENVIRONMENTAL PROTECTION

| 6o
' Results
Go
® =
£ o I b
| |Go—

Click the Go button to
access the screen.

Search by Positii
Titke:
Pos ID:

LAST UPDATED ON 12/9/2005
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Pay Information — Stop/Cancel Payments I
Stop/Cancel Payment, Continued

Cancel A

Follow the steps below to cancel a Payment.
Payment

NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on
how to navigate to this screen.

Step
1

Action
Click on the radio button to the left of the run date in the Overview box. The various
payments associated with the payroll run will display in the Details box.

Stop/Cancel Payment

Employee 0 # |0aacaaoaa | Jane Doe

Title: |72900157 - OPS PARALEGAL SPECIALIST Agency: [DMS - Management Sves

StopiCancel Payment->Overview
Click on the radio

button to select the
desired payroll run.

Run Date Run Type | Period Begin Period End | Status
—’@ 1200705 |B 08726105 09/08/05

n

Click on the Edit button in the Details box. The Status field for all the Wage Types will

“open” to allow for editing or click on the links to access the Cancel Leave/OT or Cancel
OPS screens.

StopiCancel Payment->Details

Status Wage Type Description Beqin Rate Beqin Hours End Rate End Hours  Total Gross FTE Period Beqin Period End
To be Paid 9171 OPS REGULAR SALARY $11.00 40.00 $440.00 100% ||12/02/05 1215/05
i 9171 OPS REGULAR SALARY $11.00 80.00 S 880.00 100% |[10/21/05 11/03/05
9171 1 TIME HRIAMT: OPS REG. SAL. $11.00 116.00

$ 1,276.00 100% ||08/26/05 0/08/05
9171 1 TIME HRUAMT: OPS REG. SAL. $11.00 118.00 $1,276.00 100% ||08/12/05 08/25/05
PLEASE NOTE: Payments are Stopped/Cancelled by Wage Type, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates, etc:
Other available cancellation methods:
Cancel Leave/OT Cancel OPS

r Click the Edit button to process.

Eit em—

Select “Stopped” from the Status drop down menu for those payments to be cancelled.

StopiCancel Payment->Details

Status Wage Type Description Begin Rate  Begin Hours End Rate
To be Paid ~>|[e171

511.00 40.00

End Hours  Total Gross FE

Period Begin Period End
OPS REGULAR SALARY

§ 440.00 100% | [12/02/05 1215008
Ta be Faid | v |[5171 OPS REGULAR SALARY 5 11.00 80.00 S 880.00 100% |[10/21/05 11/03/05
To be Paid | v ||g171 1 TIME HRIAMT: OPS REG. SAL. 5 11.00 116.00 5 1,276.00 100% ||08/26/05 09/08/05
1 TIME HRIAMT: OPS REG. SAL. 5 11.00 116.00 § 1,276.00 100% |[08r12/05 08/25/05

mpged/Cancelled by Wage

'age Type, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates, etc.

Other available cancellation methods:

e Select “Stopped” to stop the payment.

Cancel Leave/OT

Save Cancel

NOTE: Cancel a payment for a wage type will stop the entire payment regardless of any
cost assignment splits.

Continued on next page
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Pay Information — Stop/Cancel Payments I
Stop/Cancel Payment, Continued

Step Action
4 Click on the Save button. The payment will be stopped.

Stop/Cancel Payment->Details

Status Wage Type Description Beqin Rate  Beqin Hours End Rate End Hours  Total Gross FTE Period Beqgin Period End
Te be Paid V 9171 OPS REGULAR SALARY 5 11.00 40.00 S 440.00 100% ||12/02108 121505
Te be Paid V 9171 OPS REGULAR SALARY 5 11.00 80.00 S 880.00 100% |[10/21/08 11/03/05
Stopped | (9171 1 TIME HRIANT: OPS REG. SAL. S 11.00 116.00 S 1,276.00 100% |[08/26/05 09/08/05
Te be Paid | ™| (9171 1 TIME HRIAMT: OPS REG. SAL. 5 11.00 116.00 § 1,276.00 100% | (0812105 08/25/05
PLEASE NOTE:

ayments are Stopped/Cancelied by Wage Ty

, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates

, Ete.
Other available cancellation methods:

Lancel Leave/OT —Cancel 0P

saeigmes—— Click on the Save button.

5 Verify that the payment is now showing “Stopped”.

Stop/Cancel Payment->0Overview

Run Date |Run Type Period Begin | Period End | Status
® 12107005 |B 0826105 09/08/05

E=== 11

Menu

Stop/Cancel Payment->Details

Statug Wage Type  Description Begin Rate Beqin Hours EndRate  EndHours TotalGross  FTE  PeripdBeqgin  Period End

Tobe Paid ¥ [g171 0PS REGULAR SALARY s11.00  |[40.00 5 440,00 100% |[ 12002005 12115005

TobePaid v [9171 ; n q “ " § 880.00 100% |[10/21/05 1103105
<«—— Verify the payment is showing as “Stopped”.

She 9171 §1,276.00 100% |[08/26/05 09/08/05

To be Paid 917 1 TIME HR/AMT: OPS REG. SAL. 511.00 116.00 §1,276.00 100% |[08M12/05 08/25/05

PLEASE NOTE: Payments are StoppediCancelled by Wage Type, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates, stc.
Other available cancellation methods:

Cancel Leave/OT Cancel OPS

Edit Cancel

Continued on next page

LAST UPDATED ON 12/9/2005

Page 6 of 8 I



4!&?#

Pay Information — Stop/Cancel Payments I
Stop/Cancel Payment, Continued

Reinstate A

Follow the steps below to reinstate a payment that has already been cancelled.
Payment

NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on
how to navigate to this screen.

Step

Action
1

Click on the radio button to the left of the run date in the Overview box. The various
payments associated with the payroll run will display in the Details box.

Stop/Cancel Payment

Employee 0 # |0aacaaoaa | Jane Doe

Title: |72900157 - OPS PARALEGAL SPECIALIST Agency: [DMS - Management Sves

StopiCancel Payment->Overview
Click on the radio

button to select the
desired payroll run.

Run Date Run Type | Period Begin Period End | Status

—6) | 1207005 |8 0BZ6I05 | DSI0BIOS

n

Click on the Edit button in the Details box. The Status field for all the Wage Types will
“open” to allow for editing.

StopiCancel Payment->Details

Wage Tvpe Description Begin Bate Beqin Hours End Rate End Hours  Total Gross

ETE Period Begin Period End
9171 OPS REGULAR SALARY $11.00 40.00 § 440.00 100% ||12/02/05 12/15/05
9171 OPS REGULAR SALARY $11.00 80.00 § 880.00 100% || 10421105 11/03/05
9171 1 TIME HR/AMT: OPS REG. SAL. $11.00 116.00 § 1,276.00 100% ||08/26/05 08/08/05
9171 1 TIME HR/AMT: OPS REG. SAL. $11.00 116.00

§ 1,276.00 100% ||08M12/05 08/25/05
PLEASE NOTE: Payments are Stopped/Cancelled by Wage Type, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates, etc.

Other available cancellation methods:

Cancel L eave/0T Cancel OPS

ear| === (lick the Edit button to process.

Select “To be Paid” from the Status drop down menu for those payments to be
reinstated.

Stop/Cancel Payment->Details

Status Wage Type Description Begin Rate Begin Hours End Rate End Hours  Total Gross FTE Period Begin Period End
Te be Paid | ™| (9171 OPS REGULAR SALARY 511.00 40.00 £ 440.00 100% || 12/02108 1211505
Te be Paid | ™| 9171 OPS REGULAR SALARY 511.00 80.00 S 880.00 100% |[10/21/05 11/03/05
Stopped | (3171 1 TIME HR/AMT: OPS REG. SAL. 511.00 116.00 5 1,276.00 100% |[08/26/05 09/08/05
1 TIME HR/AMT: OPS REG. SAL. 511.00 116.00 5 1,276.00 100% |[08112/05 08/25/05
B B [They are MOT stopped, by Amounts, Rates, etc.
n ” Y ¥
Select the “To be Paid" option to

Other available cancellation me] 2

° > 1 reinstate the payment.

Cancel Leave/Q =

Save| | Cancel

Continued on next page
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Pay Information — Stop/Cancel Payments I
Stop/Cancel Payment, Continued

Step Action
4 Click on the Save button. The payment will be reinstated.

Stopi/Cancel Payment->Details

Status Wage Type Description Beqin Rate Beqin Hours End Rate End Hours  Total Gross FTE Period Begin Period End
To be Paid :v 9171 OPS REGULAR SALARY 5 11.00 40.00 S 440.00 100% | [12/02/05 12/15/05
Te be Paid :V N71 OPS REGULAR SALARY 5 11.00 80.00 5 880.00 100% |[10/21/05 11/03/05
To be Paid || (9171 1 TIME HR/AMT: OPS REG. SAL. 5 11.00 116.00 5 1,276.00 100% |[08/26/05 08/08/05
To be Pai [v| o171 1 TIME HRIANT: OPS REG. SAL. 5 11.00 116.00 $ 1,276.00 100% |[08r12/05 08/25(05

PLEASE NOTE: Payments are Stopped/Cancelled by Wage Type, for a specific Period Begin/Period End. They are NOT stopped, by Amounts, Rates, etc

Other available cancellation methods:
Cancel Leave/0T s

saveg———o, Click on the Save button.

5 Verify that the payment is now showing “To be Paid”.

Stop/Cancel Payment->Details

Status Wage Tvpe Description Beqgin Rate Beqin Hours End Rate End Hours Total Gross FTE Period Begin Period End
To be Paid 9171 OPS REGULAR SALARY $11.00 40.00 F440.00 100% ||12/02/05 121505

To be Paid 9171 . . . $ 880.00 100% ||10421/05 11/03/05

To be Paid mm— Ve”fy the payment IS sh0W|ng $1,276.00 100% || 0826005 09/08/05

To be Paid 9171 as “TO be Pald” $1,276.00 100% ||0&M2/05 08/25/05
PLEASE NOTE: Payments are StoppediCancelle

y wage 1ype, 1or a speciic Period BeginfPeniod End. They are NOT stopped, by Amounts, Rates, etc.
Other available cancellation methods:

Cancel L eave/0OT Cancel OPS

Edit Cancel
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