- PAYROLL DIRECT DEPOSIT

CLOSED ACCOUNTS &
REVERSAL PROCESSING



90% of Employees are Paid by
Direct Deposit

e Direct Deposit is
Net Pay Only. -

e Misc. Deductions are
a separate
distribution.



Everyone has had this happen...

e An Employee tells
payroll their bank

account is closed. l

e Day Three processing <
completed.

e It’s too late to
update HRMS.



The Financial Institution may...

e Deposit pay into employee’s new account.

e Re-open the closed account and deposit
employee’s pay.

e Return deposit to the state.



Timeline
Sun | Mon | Tues | Wed | Thurs | Fri | Sat |
| 2 3 4 5 6 7

8 9 |0 | 12 13 | 4
|5 |6 |7 |18 19 20 21
22 23 24 25 26 27 28

Payday Exception  State’s Bank
Processing  Notified

29 30
OST &
Agency
Notified



What can Payroll do!?

I. Have Employee contact their Financial
Institution.

2. Wait 4 business days after Payday.

3. Contact OST

Michael Zehner 902-8909
Lesa Williams 902-891 |



Returned Deposits

o Net pay is credited to Agency’s 035
account.

o OST calls the Agency Headquarters
contact listed on the DOP ‘Agency
Contact List’.

o Agency Headquarters receives a hardcopy
of the return report.
Campus Mail or Courier



Payroll Actions

» Reissue Net Pay per Agency business
practices.

A.19 through ARRS
Petty Cash Check

e Regularly review Corrections and Returns
Report

o Get new Direct Deposit Authorization
Update Employee Bank Details/Info Type 9



Payroll Reversal

e An attempt to recover employee net pay with an
offsetting debit to the employee’s account.

e Financial Institutions are not obligated to pay a
Reversal if it will result in an overdraft to the account.

o Credits (Payroll) post in the morning
o Debits (Reversals) post at EOB.

o Reversals NEVER stop the payroll deposit.

e Reversals do not recover Misc. Deductions from 3"
Party Vendors.



When should you Reverse Pay

e Request Reversals Only when:

An employee was paid that should not have been paid.

Termination
LWOP
Incorrect Account

An employee was overpaid & payroll adjustment isn’t
feasible.

e Do Not Reverse when Employee:
Closes their account
Wants payroll by warrant
Wants pay deposited into different account



Reversal Process

e Payroll requests Reversal through DOP Service
Center.

Requests made by |:00 processed same day
Payroll makes entries in the Off-cycle Workbench

e DOP creates Reversal Debit
Debit hits following day or payday whichever is later.

e Agency’s 035 account is credited

DOP mails accounting advice & reversal advice to
headquarters.

o Agency required to notify employee reversal was
processed.



Reversal Timeline
Sun| Mon | Tues | Wed | Thurs |  Fri |Sat
2 3 4 5 6 !

8

|5

22
29

9

|6
Exception
Processing

23
30

10
Payday

|7
State’s
Bank
Notified

24

18

OST &
Agency
Notified

25

|2
Reversal

Requested
Before 1:00

19

26

13 | 4
Debit

$$ Available

Y or N?

20 21
27 28



Confirmations

e No Notice when a Reversal ‘works’.

o Agency receives a Return Notification
when Reversal doesn’t work.

Takes 4-5 business days
Agency’s 035 account is debited

Agency must recover pay directly from employee



Questions!
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