Enterprise - How to Void and/or
Reverse Checks
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Part One: Void and/or Reverse the Original Transaction

Before you do a check correction, you should ask yourself the following questions:

Are the Transactions on the Check
Was the Check Cashed? Action to Take:

Correct?

Yes Reissue
No No Void
Yes No Reverse

*Note* Transactions should only be voided and/or reversed when the final amount is incorrect. If the
transactions are correct, a reissue will be needed. The reissue process is covered in How to Reissue Checks.

Voiding or reversing a check backs out all of the transaction data including the net pay, adjustments, and taxes. In
addition, when a paycheck is reversed the net amount of the check is added as the total to an "AdvanceBnk" in the
employee's pay setup/adjustments form. This "AdvanceBank" is deducted in subsequent payroll until the total
amount is recovered.

*Note* If an employee has been underpaid, the recommended course of action is to pay the employee the
difference they are owed with a second transaction.

How to Void a Transaction
Step 1: Find the check

A paycheck can be found by accessing/searching the check register (either from the employee record of the pay/bill
dashboard). Check numbers, dates, names, payroll run ID's, etc can all be used as search criteria to find the
transaction in question. Once you have located the check simply double click the transaction to view the check
summary screen:


http://kb.tempworks.com/help/how-to-reissue-checks
http://kb.tempworks.com/#void
http://kb.tempworks.com/#reverse
http://kb.tempworks.com/help/how-to-reissue-checks

visifile Craig, Jimmy Reginald A Xx . mnEm
» details Jimmy Reginald Craig Tax Marital Status Single  Check Number 257389 Weekend Bill 11/2/2025
documents 3140 NEIL ARMSTRONG BLVD, STE 205 Tax Exemptions Cheek ID 4295092405 Check Date  11/7/2025
EAGAN, MN 55121-2273 Minnesota Single ]
»
fintaaiatpin: Federal-Single s000 TCF Bank
» evaluations AR Bank Account
messages
. hist Wages rate units _this period yeartodate 333322221111
DY ety . Reg: Regular Hours $20.00 53.00 $1,060.00  $1,560.00
accrual history
Gross Wages 1,060.00 $1,560.00 Accruals this period
Memphis SE Temp Plan 0.1710
Memphis SE Temp Plan 0.1520
= Memphis SE Temp Plan 03420
Minnesota State Tax ) $32.37 $54.44  Mamphis SE Temp Plan 01710
Employee Portion Sacial Security tax $65.72 $95.72  Memphis SE Temp Plan 01710
Employee Portion Medicare tax $15.37 $22.62
Net Pay $946,54 Other Benefits this period _year to date

*Note* If you are voiding an e-pay check because it was rejected by the bank, you will want to first right click
and choose "convert to live check" This will stop the voided transaction from canceling out a newly created
check in the ACH file.

If you are voiding & reversing a check that has not been converted to live yet, the act of voiding will cancel out
the original amount in the ACH file so there is no need to convert the check to a live check.

Step 2: Void the check

To void a transaction, simply expand the (1.) actions menu and select to void or reverse check.

+ Add Employee Wages ¥ void or Reverse Check | = Reprint Check

R 2dd 1o Hovist = Reissue Check s Single
o s ns
QL Assign Additional HRCenter Pages 2 Single o

@ Assign Assessments ngle $0.00

J_ Assign HRCenter Workflow
units this period year to date

BE Copy Employee to Contact 5300 $1,060.00 51,560.00
}:‘ Create and Export a resume 51 060.00 $1,560.00
A Create Worker Comp Claim
Q Find All Associated Assignments
$32.37 554.44

Q Find Matching Orders 565.72 596.72

. " $15.37 522,62
L Interview Action Item
‘l Manage Time Clock Credentials ﬂ

This will open the "check management" wizard. In this example we are walking through a check void, so we'll select
the first option - Void check:



E check management - start

manage checks

How do you want to correct the selected check(s)?

» Start
Verify Checks
Finish

Week 4/12/2026
x Void check
Use this option if the employee has not cashed the check and
wou have destroyed or voided the printed paycheck.

Void Check and reverse payment to employee.

Use this option if the employee has already cashed the check
and that payment needs to be recouped.

Cancel

The next step in the wizard is confirming our check information.

*Note* For information on Reverse Billing, please see the following article. For help with editing invoices

please reference the invoice corrections help document.

E2 check management - verify checks

e vgrlfy ch(_a(_:ks _ _
» Verify Checks . Click next to finish correcting the listed check(s).

Finish
Drag a column header here to group by that column,

[[4] | Num | Employee | MNet | Paycard ﬂal| Reason | Check Date Rev. Billing

429509... 258657 Santiago, Matt 5366.52 50.00 Voiding 3/6/2026 = [x]

The check date has been automatically changed by the system due to negative tax amounts.

Cancel Next =

So, when does the reverse billing option work?

If you correct a check (void or void + reverse) and the check is associated with a "held off" invoice selecting the
reverse billing check box will automatically undo the billed portion of that transaction.

When you re-process the transaction, be sure the new transaction includes a bill rate and is brought through a
"held off" run in addition to a payroll run. For help with understanding "held off" invoices, please see our bi-weekly
invoicing and/or monthly invoicing articles.

Our final screen in the check management wizard verifies that the check has been voided:


http://kb.tempworks.com/help/reverse-billing
http://kb.tempworks.com/help/invoice-corrections

E2 check management - finish

Stort finish -
Verify Checks Please wait while the checks are corrected.
¥ Finish

« Finished.

Cancel Finish

Ready to process a new check for this person? Jump to part two.

How to Reverse a Transaction
Step 1: Find the check

A paycheck can be found by accessing/searching the check register (either from the employee record of the pay/bill
dashboard). Check numbers, dates, names, payroll run ID's, etc can all be used as search criteria to find the
transaction in question.

Once you have located the check simply double click the transaction to view the check summary screen.

*Note* Animportant item to note is the net pay amount of the check. When a transaction is reversed, an
"AdvanceBnk" adjustment is automatically created to recoup the monies the employee was overpaid.

This adjustment begins as the full net pay amount of the check and will be withheld from the employee's future
paychecks until the balance amount for the "AdvanceBnk" adjustment is zero.


http://kb.tempworks.com/#part2

visifile Santiago, Matt A X «cmnEm

» details Matt Santiago Tax Marital Status Single  Check Number 258657 Weekend Bill 3/1/2026
CEErEE 72989 Sandro Rd Tax Exemptions Check ID 4295093806 Check Date  3/6/2026
Bloomington, MN 55438 Minnesota Single 0
»
WSl 2] FederalSingle s000  TCFBank
» evaluations AR Bank Account
messages
. hist Wages rate units this period yeartodate 333322221111
i) . Reg: Regular Hours $18.00 24.00  $432.00 $864.00
accrual history
ach history Gross Wages $432.00 $864.00 Accruals this period
adjustment history
4 check register Taxes Other Benefits  this period year to date
Minnesota State Tax $18.28 $36.56
Federal Tax $12.24 524,48
g Fhmk LLHE Employee Portion Social Security tax $26.79 $53.57
paycard history Employee Portion Medicare tax $6.27 $12,53
taxes to date Minnesota Paid Family and Medical Leave Employee 51.90 53.80

employee Net Pay $366.52

Step 2: Reverse the check.

To reverse a transaction, simply expand the actions menu and select to void or reverse check. This will open the
"check management" wizard.

In this example we are walking through a check reverse, so we'll select the second option - Void check and reverse
payment to employee:

E check management - start

manage checks

How do you want to correct the selected check(s)?

» Start
Verify Checks
Finish

Week 4/12/2026

Void check

Use this option if the employee has not cashed the check and
you have destroyed or voided the printed paycheck.

Void Check and reverse payment to employee.

Use this option if the employee has already cashed the check
and that payment needs to be recouped.

Cancel

The next step in the wizard is confirming our check information:



& check management - verify checks

verify checks

Start
A Click next to finish correcting the listed check(s).

» Verify Checks
Finish
Drag a column header here to group by that column.

(¥} | MNum | Employee | Net | Paycard l.\al| Reason

429507... 738596 Bunkers, Michael P $528.84 $0.00 Reversing 2/10/2023 = ]

The check date has been automatically changed by the system due to negative tax amounts.

Our final screen in wizard verifies that the check has been voided:

E2 check management - finish

ctart finish o
Verify Checks Please wait while the checks are corrected.
¥ Finish

« Finished.

Cancel Finish

When a transaction is reversed in Enterprise, an "AdvanceBnk" adjustment is automatically created for the original
net pay amount of the check and will be withheld from the Employee's future paychecks until the balance amount
for the "AdvanceBnk" adjustment is zero.



| Active

Sequence | YTD Total

| vifetime Total

| mTDTotal

| wro Total

EINC | Adjustment

i) AdvanceBnk

adjustment amounts

Description

+

\./ Deduct Greater %) Deduct Lesser

Amount 5

5528.84

-

rd

x I o

AdvanceBnk

Adjustment
Description
Active
Frequency
Start Date
End Date

Authority

(]

Weekly

Case Number

(5528.84)

(5528.84)

Note
Sequence
Date Served
Max Monthly
B Max Yearly
B Max Lifetime
Period Max

Min After Calc

(5528.84)

2/13/2023
$0.00
50.00
$0.00

50.00

$0.00

*Note* In the event the employee is paying back the amount via a payment plan, you can utilize the "Period

Max" field within the adjustment.

For example, if the employee has a payment plan setup to pay $50 every pay period towards the total, you will
enter "$50" into the "Period Max" field. This would result in $50 being deducted from every pay period for the
employee, until the "AdvanceBnk" total has been met.

x I o

adjustment amounts

+

\_) Deduct Greater \®) Deduct Lesser

_“

5528.84

rd

Adjustment
Description
Active
Frequency
Start Date
End Date
Authority

Case Number

AdvanceBnk

(]

Weekly

MNote
Sequence
Date Served  2/13/2023 -
Max Monthly  s0.00
B Max Yearly $0.00
8 Max Lifetime  $p00
I Period Max $50.00 I
Min After Calc

*Note* Under no circumstance should the "Max Lifetime" field be used with "AdvanceBnk" adjustments.

Utilizing this field will result in the "AdvanceBnk" adjustment to continue deducting from the employees pay

beyond the intended amount.



Check out Part 2 for instructions on making the check corrections.

Part 2: Make Corrections
Step 1: Key hours in Time Entry

In your time entry dashboard, locate the original transaction that has been voided. You'll notice the hours are
negative. This functionality is programmed in Enterprise to automatically happen when transactions are
voided/reversed.

*Note* You should never manually input negative hours as the procedures that occur when transactions are
voided/reversed do not occur with manual corrections.

With the transaction located and highlighted, simply duplicate the timecard and key in the correct hours/units.

Also, notice that the voided/reversed transaction has a $0.00 bill rate. Since the client was likely already billed in
the original transaction, we will want to leave the duplicated timecard with a $0.00 bill rate so that we do not bill
twice.

Voided transaction:

8 Bunkers, Michael P Luna's Monster... Primary Reg .40.00 0 5000 %1500 $2
Reg

Bunkers, Michael P Luna's Monster... Primary a5 (1} 50.00 515,00 52

L]

& Detailed Timecard

Adjustments  Overrides Codes
oy payroll info

®| Hourly >alary
WE Bill 2/12{2023 =
daily hours units rates
Iy WE Date 2/5/2023 B
Regular Hours -40.00 e e e Work Date =
Overtime Hourg 0.00 ) so. i i Inv Date =
Unit Pay  50.0000 DT Bill $0.00
Double Time Hours 0.00 Pay Code | Regular earnings. H:

Pay Rate $15.00

OT Pay 49 €1 Job Title | Warehouse Worker

PO Num
Deyl Day2 Day3 Day4 DayS Day6 Day? DTPay  $30.00 N
ayroll Note
000 (000 (000 (000 (000 |0.00 | 0.00 Adj Gross | $0.00
e: 55.00 extra withholding should go
Adj Net $0.00 to State only

OTPlan  PlansTD

Reversed transaction:


http://kb.tempworks.com/#part2

n Bunkers, Michael P Luna's Monster... Primary Reg -40
Bunkers, Michael P Luna's Monster... Primary Reg 35
L]
& Detailed Timecard
Adjustments  Overrides Codes
%] Hourly  [I] Salary
daily hours units rates
Reeuiarkours - Units 0.00 Bill Rate  sp.00
Cvertime Holas S Unit Bill | $0.0000 oT Bill $0.00
Double Time Hours 0.00 R #0.0000 ored -
Pay Rate  $15.00
Number of Days 0 OTPay  $22.50
DT Pay $30.00
Dayl Day2 Day3 Dayd4 Day5 Day6 Day7 Adj Gross | $0.00

0.00 0.00 0.00

0.00 0.00 0.00 0.00

Adj Net $0.00

OT Plan PlansTD

Step 2: Proof Transactions.

[+] $0.00 515.00 52
0 $0.00 515.00 52

payroll info

WE Bill 2/12/2023

WE Date 2/5/2023

Work Date

Inv Date
Pay Code Regular earnings. H:
Job Title | warehouse Worker

PO Num
Payroll Note

e: 55.00 extra withholding should go
to State only

With the transactions now re-keyed in correctly, simply expand the actions menu and select "proof my timecards"...

Thompson, Joseph

Kraken Calamari, Primary
Access Operator

Create Timecards

Update Weekend Date for Customer

Create Timeclock Proofing Session é’ Link Timecard Images

Create Webcenter Proofing Session

Proof My Timecards

Proof Timecards

Record Actions Form Actions

/ Thompson, Joseph  Kraken Calam_. Access Op__

This will bring you directly into the proofing session.

Step 3: Anticipate and Approve Certain Errors

Re

Any time you are reprocessing voided/reversed transactions Enterprise is going to produce "errors" that
transactions have already been processed in this weekend date for this employee. Well, yes, transactions were
processed but they were incorrect so this is an error you can confidently approve. Enterprise will also produce an

"error" that there is a zero dollar bill rate.

Since you have already billed this client once you certainly don't want to bill them a second time for the same

transaction so again, you can confidently approve that error as well.



™ transaction proofing - error checking

error checkin
Select Open Week g
Celect Roeibimi Error check complete.
Transactions
F oo S The following errors were found ». N
Finish - L
Approved {ZI | Employee Customer

E, Bunkers, Michael P Luma's Monster Mena... Employee does not have an ACA hire date

|:( Bunkers, Michael P Luna's Monster Mena... Txn already been processed for this Aldent/weekend date.

|_3t_ Bunkers, Michael P Luna's Monster Mena... Zero Bill and/or Zero Pay

Cancel < Back Next >

Step 4: Reprocess payroll

Create a new payroll run for the corrected transactions.

Payroll
Unpaid W2 Transactions
Unpaid 1095/Vendor Transactions
Unpaid Delayed Transactions

Open Payroll Runs

> + Start or continue a payroll run

@ Print a payroll run

x Abandon a payroll run

D Manage electronic payment files (ACH / Pas Pay)

E Manage Unfunded Paycards

® Test print a paycheck

Once you reach the "view checks" step within the payroll wizard you'll notice the reversed transaction has a value
listed in the adjustment's column. This value is the amount that will be deducted from the "AdvanceBnk"
adjustment, and the remainder is the balance owed by employee.



& payroll - view checks

g checks
Satun These checks will be printed in this run. Check Date: 2/13/2023 Run: 28496 {f§

Existing Runs
Transactions Q J- X B
Verify Transactions
Calculate

> View Checks Bunkers, Michae! P $52500  $54.68  $470.32
Payroll Summary
Print Checks

Total: 1

Cancel < Back Next >

Step 5 (Optional): Review "AdvanceBnk" Adjustment.

By navigating to the adjustments section of the employee record you can verify how much you are owed.



JOSHUA.KRAMER: HighTechStafing [ ® | _ O X

M |Chae| P BLI n kerS No tasks to display for your current filter settings

785 Bunker Blvd ID: 5062

Runnersville, CT 54411 SSN: roo-x-2311
Branch: Memphis NE Currently viewing 0 of 492124 tasks. View more...

» &% [2/Q 4 ¥ |» tasks appointments social email + YO+

uence | YTDTotal etimeTotal | MIDTotal | WTD Total

visifile
details
documents
» integrations 0 AdvanceBnk X (558,52) (558.52) (658.52) §470.32
evaluations
messages

employee

adjustment amounts + /% m Pay/Misc

-
\_) Deduct Greater \®) Deduct Lesser Stz | P Kote

sl EEN ... Shcawne

assignment $528.84 P x| Date Served | 2/13/2023 =
contact Frequency Weekly Max Monthly  $0.00

pay / bill Start Date B | Max Yearly $0.00

calendar End Date ® | Max Lifetime  $p.00

re Authority Period Max $0.00

a“p:p':?ons > 0 Case Number Min After Calc

*Note* Voiding or reversing a paycheck from a previous quarter or year may cause a discrepancy between the
mag media file and the SUTA reports. Contact TempWorks support for options on how to address these
issues.
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