Voiding a Check in Pay-Net Online

&9 pay-Net

This Quick Reference Manual is meant to outline the steps necessary to void a processed check on an Employee.

***please Note: If the check you are voiding will go into another quarter or into another year (Ex. A check date of
03/15/2021 is voided into the 4/15/2021 check date, or a 12/31/2021 check date voided into a 01/15/2022 check date)
please contact us at operations@pay-net.net for further assistance regarding voiding the check.

***¥MPORTANT: Verify that if you are voiding a large check or multiple checks that the total liability of the payroll
you will be submitting next is not negative. You can view this by running the preprocess register for All batches and
confirming the gross, net, and taxes are not negative. If they are, please contact us.

1. After logging in click on the Employee Tab and then use the Search Options to enter the employee’s first or last
name or the ID number and click Search. Select their Name.

Home Docurnents ESS EMPLOYEE HR Reporting Payroll Company HR Support Center Systern
EMFLOYEE Personal Dept/Position Payroll Data Time Dff Pay History Employee Task

EMPLOYEE SEARCH Custarn Farms Custarn Tables

Sort Mame{Last, First) ~ | Dept | | MName

Search

Filter Active ~ | BusUnit ~ | Emp D I:I

Clear Filters

Class v
ID NAME DEPT BUS UNIT CLASS
19085 Sample, Another 100 100 ooz
19104 Sarmple v 100 200 ooz
MR-48 Sampler, joe 400 200 ooz
MR-50 Solgsclgsf, Sofsdfs 1601 SO0 ooz
MMR-11 Shelton, Mekayla 00 100 ooz
abicoeq Shinomiya, Matsuki 0280 400 ooz
abcdep l Shinomiya, Satsuki l 0280 200 oo7
19042 Smith, Anchy 100 100 ooz
19057 smith, johin 100 100 ooz

2. Once on the employee click on the Pay History Subtab.

Home Documents 55 EMPLOYEE HE Reporting Payroll Company HE. Support Center
Ernployee Personal DeptPaosition Payroll Data Time Dff H PAY HISTORY Ermployee Task
CHECK HISTORY Tax Forms

Employes 1€ @\ 8 shinomiya - Shinomiya, Satsuki ¥ ?» 2 sort| Mamellast, First) ~
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3. Select the Check Date needing to be voided. If there are multiple entries that need to be voided, you can only
do one at a time. Click the Void Check button.

INCL? PRINT CHECK DATE CHECK TYPE HOURS GROSS DIR DEP NET PAY CHECK # VOUCHER CLEARED
I =] 0%20/2021 I Reg 20,00 2500.00 1953.21 1958.21 5655 No
D @ 07/02/2021 Reg 20.00 2500.00 1958.21 1958.21 5639 No
O =] De/18/2021 Reg 20,00 2500.00 1953.21 1958.21 5622 No
O @ 0R/04/2021 Reg 20,00 250000 1053.21 1958.21 5605 No
D @ 052042021 Reg 20.00 2500.00 1958.21 1958.21 5585 No
O =] 050512021 Reg anon 250000 959,21 1958.21 5569 No
O @ /2042021 Reg 20,00 2500.00 1953.21 1958.21 5553 No
O =] 040542031 Reg 20,00 2500.00 1656.21 1658.21 5537 No
D @ 031972021 Reg 20.00 2500.00 1958.21 1958.21 5517 No
O @ 02/05/2021 Reg 20,00 2500.00 953,21 1958.21 5502 No
O @ 021192021 Reg 20,00 2500.00 1953.21 1958.21 5488 No
D @ 02/05/2021 Reg 20.00 2500.00 1958.21 1958.21 5474 No
O =] D1/20/2021 Reg 2000 2500.00 958,21 1958.21 5452 No
O @ 01/05/2021 Reg 20,00 250000 1053.21 1958.21 5439 No

SelectYear | 2021 v Q1 0z Q2 04 Check Type v Compensation Detail Report %] void Check )

4. A window should pop up for you to confirm the void. DO NOT check the box for “Yes, re-issue this check.”
Click Void Check. Once this is done, the voided check will process with the next payroll, which you will see on
your preprocess register as a negative check in the VM Batch. You will see the changes to the employee’s pay
history with the next payroll as well.

Information

The voided check will be placed in the Vi batch for the 1 heck date,
Information
Check Date Doy 20d2021
Check Type Reg
Voucher Number 5655
Gross 2500.00
Met Check 195521
Direct Deposit Amount 1556,21
Options

@ Yes, re-issue this check,

( Cancel )( “oid Check ) -




