Looking at the payroll warrant issued in PeopleSoft, enter the following items and verify calculated amounts match to the warrant issued.
GENERAL INFORMATION FIELDS
Complete the general information fields at the top of the form. This information is required to process the refund request.

	LINE
	EMPLOYEE PAYROLL "ISSUED PAYROLL" COLUMN INSTRUCTIONS
	STATE CONTRIBUTIONS "ISSUED PAYROLL" INSTRUCTIONS

	A
	Enter all earnings subject to OPERS/Judicial retirement calculation.
	

	B
	Enter any remaining benefit allowance.
	

	C
	Total lines A + B.
	

	D
	Enter any other earnings as applicable.
	

	E
	Total lines C + D. This should match the total earnings on the issued payroll warrant.
	

	F
	Enter all pretax items paid for with employee earnings.
	Enter all pretax items paid for using the Benefit Allowance.

	G
	If the employee is subject to Social Security withholding, Calculate: Line E -Café plan (line F -both Employee Payroll & State Contribution amounts).  This amount should match the OASDI Taxable Wages on the issued payroll warrant.
	

	G
	IF the employee is subject to Medicare withholding, Calculate: Line E - Café plan (line F - both Employee Payroll & State Contribution amounts).  This amount should match the MED Taxable Wages on the issued payroll warrant.
	

	H
	Enter the SoonerSave plan employee deferred amount.
	

	I
	Enter the employee's OPERS or Judicial withholding (Before-Tax amount).
	Enter the State's OPERS or Judicial amount (Ptax Ben amount).

	J1 – J3
	Enter the employee’s Pathfinder retirement withholding (Before-Tax amt).
	Enter the State’s Pathfinder retirement amount (PTax Ben amt).

	K
	Enter any other retirement Before-Tax amounts (OLERS, Teacher's, Wildlife, etc).
	

	L
	Calculate: Line E - F (both Employee & State amounts) - H - I – J-K.  This amount should match the Federal & State Taxable Wages on the issued payroll warrant.
	

	M
	Enter the State Income Taxes withheld.
	

	N
	Enter the Federal Income Taxes withheld.
	

	O
	Enter the OASDI Taxes withheld.
	Enter the Employer’s OASDI Taxes.

	P
	Enter the Medicare Taxes withheld.
	Enter the Employer’s Medicare Taxes.

	Q
	Total Lines M through O. This should match the Total Taxes on the issued payroll warrant.
	

	R
	Enter any After-Tax benefit deductions.
	

	S
	Enter any optional/miscellaneous deductions.
	

	T
	Calculate: Line L - Q - R - S.
	

	U
	Enter total hours.
	


"CORRECTED PAYROLL" COLUMN INSTRUCTIONS FOR BOTH THE EMPLOYEE AND STATE CONTRIBUTION COLUMNS
1. After determining the correct amount of earnings the employee should have received, enter all earnings amounts in the Employee section and calculate Total Earnings.



2. Determine the cafeteria pre-tax amounts that should have been deducted and enter in both the Employee and State sections as applicable. 



3. Calculate the amount subject to OASDI and Medicare (same as the Issued Payroll calculation).



4. Determine if any SoonerSave employee deferral or state match and fee amounts should be on the corrected payroll and enter as applicable in both sections.



5. Determine if any retirement amounts or state contribution amounts should be on the corrected payroll, calculate and enter as applicable in both sections.
6. Determine if any Pathfinder employee deferral or state match amounts should be on the corrected payroll and enter as applicable in both sections.

7. Calculate the Fed/State Taxable Wages (same as the Issued Payroll calculation) and enter in the Employee Section.



8. Calculate all taxes and enter as applicable in both the Employee and State sections.



9. Determine if any After-tax benefit deductions should have been deducted and enter as applicable in the Employee Section.



10. Determine if any optional/miscellaneous deductions should have been deducted and enter as applicable in the Employee section.



11. Calculate the Net Pay (same as the Issued Payroll calculation).



12. Determine the correct amount of hours and enter as applicable in the Employee Section.
"DIFFERENCE" COLUMN INSTRUCTIONS FOR BOTH THE EMPLOYEE AND STATE CONTRIBUTION COLUMNS
For each line, take the Issued Payroll amount and subtract the Corrected Payroll amount. In the Employee Section, after entering all the differences, calculate down the "Difference" column to ensure the net pay does actually equal the amount entered. 



STATE CONTRIBUTIONS TOTALS:
For each of the columns, total the amounts and enter on line T in the State section.

OTHER FIELD ENTRIES:
Net amount repaid by the employee
Date of repayment
Date the form is sent to OMES
Journal Entry Detail : identify the account, fund type, class funding, department, and budget reference for the JE to be correctly completed
Person requesting the refund
Agency number
Phone number of person requesting the refund
Date form was completed
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