  HOW TO CREATE ADJUSTMENT CHECKS/CHEQUES
SYSTEM VALUE TABLE MAINTENANCE

The first step in creating Manual Checks/Cheques for negative adjustments is setting up the System Table Values as follows:

1. Under the Settings Menu in payroll, go to System Table/Value Maintenance.

2. Go to the SystemParam Table

3. Create/Update the entry for the value AdjCheque as illustrated below. 
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4. The entry for the description field should work as follows:

Yes = allow negative manual checks/cheques for adjustments

No  = do not allow this functionality.

Manual Check/Cheque Processing:
You are now ready to process an adjustment Check/Cheque using the Manual Check/Cheque Processing.  

NOTE: You only need to follow these instructions is you need a negative adjustment amount. Regular manual check/Cheque processing will handle positive adjustments.

Create a check/Cheque for the employee you are making the adjustment for as follows:

1. Use Type ‘A’ for this processing.
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2. Now post your adjustments, putting in both negative hours and dollars as applicable
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3. Once you post all adjustments you can close this screen and move to the last one to post the check.

Please note that you cannot calculate deductions on these negative adjustment checks and will have to enter all deductions and employer’s shares EBD amounts yourself.
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