
    Voiding a posted PR check

Select Prepare Payroll on the Enter Payroll menu. Select Enter

Adjustments from the window that appears.

General Information Tab

1.  Select an Employee Number from the Lookup. 


2.
Enter a Description for this transaction and the number of the Pay Period

in which to process this payroll.

3. 
Select the Transaction Type. Three options are available: 

  Adjustment: Use this option to void a check or make an adjusting 

(negative) entry. 

4. 
Select the Check Number from the drop-down . 

5.
Select the Period End Date  normally is this same date as the check but if you its for a period that is closed or the PR tax return is filed, you should consult your CPA or bookkeeper.
6. 
Select for whom taxes should be calculated from the Calculate Taxes 

drop-down list. 

  None: No taxes are calculated. 

<SAVE>

It’s a good idea to do a backup before Posting

<Post>

