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Benefit & Deduction Adjustments

Employee Due Refund
Adjust Next Pay Period:
· Access PDADEDN.
· Enter the Banner ID and appropriate Benefit/Deduction Code on which refund is due.
· Next Block (CTRL + PAGE DOWN).
· Select the Add or Replace and Arrears tab.
· If:
· Refund is the ONLY amount that needs to be processed, click “Replace.”
· Refund is in ADDITION to the normal pay period amount, click “Add.”
· Enter a NEGATIVE amount into the Employee Amount field. This is the amount that will be refunded to the employee. If needed, enter a negative amount in Employer Amount and Applicable Gross.
· Save the record (F10). The refund amount will be processed during the next pay cycle.

Note:
If the deduction should not continue, add an effective dated record with the last day of the next pay period to be run and set the status to “Terminate”.
On-Demand/Off-Cycle Check:
· Access PHAADJT.
· Enter the employee’s Banner ID and Pay Period that needs to be adjusted.
· Select Adjustment Action of “Adjust.”
· Enter the date of constructive receipt in History Date (this will most likely be the current calendar date).
· Enter a Finance Posting Override date if necessary, based on your institution’s practices.
· Next Block (CTRL + PAGE DOWN).
· Set Calculation Method to Manual.
· Set Print Method to Computer (If using Banner, Intellecheck, or other check printing software to print a check, or create a direct deposit).
· Save (F10).
· Click the Jobs History tab.
· Enter Position and Suffix on which adjustment is to be made

· Save (F10).
· From the Options menu, access Deduction History.
· Delete any benefit/deduction codes that are not necessary. Keep in mind that if you are refunding a pre-tax benefit or deduction you will need to adjust the taxes accordingly.
· Enter a NEGATIVE AMOUNT in the Employee Amount for the deduction that needs to be refunded. If needed, enter a  negative amount in the Employer Amount and Applicable Gross.
· Enter POSITIVE AMOUNTS if there are taxes due on any pre-tax amount being refunded.
· Adjust the Applicable Gross on the taxes if any pre-tax amount is being refunded.

· Save (F10).
· Exit out of Deduction History (CTRL + Q).
· On main Adjustment Detail Screen:
· For the Entered Gross, enter the amount that matches Calculated Gross Field.
· For the Entered Net, enter the amount that matches the Calculated Net Field.
· Save (F10).
· Rollback, and perform the following Adjustment Actions:

· Balance.
· Approve.
The adjustment transaction should now be at a disposition 40. From this point proceed with the regular payroll processes, starting with PHPDOCM, to print checks or generate direct deposits.

Employee Owes Money
Small Amount on One Pay Period:
· Access PDADEDN.

· Enter the Banner ID and appropriate Benefit/Deduction Code on which refund is due.

· Next Block (CTRL + PAGE DOWN).

· Select the Add or Replace and Arrears tab.

· If:

· Money owed is the ONLY amount that needs to be processed, click “Replace.”

· Money owed is in ADDITION to the normal pay period amount, click “Add.”

· Enter a POSITIVE amount into the Employee Amount field. This is the amount that will be collected from the employee. If needed, enter a positive amount in Employer Amount and Applicable Gross.

· Save the record (F10). The additional payment will be collected during the next pay cycle.

Large Amount over Several Pay Periods:
· Access PDADEDN.

· Enter the Banner ID and appropriate Benefit/Deduction Code on which refund is due.

· Next Block (CTRL + PAGE DOWN).

· Select the Add or Replace and Arrears tab.

· Check on “Active Status.”
· Enter the total amount to be collected in Arrears Balance.
· Enter the amount to collect each pay period in the Maximum Recover Amount. Banner will take this amount until the Arrears Balance has been reduced to zero.
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