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Employee Paid Incorrectly, Unpaid or Overpaid 
 
These instructions describe the steps to follow when a payroll has been run and an employee was 
paid incorrectly: either underpaid, omitted entirely from the payroll run, or overpaid.  The first case 
deals with underpayments and the second with overpayments. 
 
The case when an employee has been underpaid – or not paid – in a payroll run 

 
These instructions describe the steps KTS recommends following when a payroll has been run 
and an employee was either underpaid or omitted entirely from the payroll run. 
 

1. Use the Register Record Preparation Screen to determine the approximate net pay 
that results from the gross pay that was mistakenly not paid. (for example: the  
employee was mistakenly shorted $1000.00 from their gross pay, which, after  
taxes and other deductions, would result in a net pay of 705.38) 
 

2. Give the employee a check for a round number amount (for example: 700.00)  
that is slightly less than approximate net pay calculated in step 1.  Explain to the 
employee that their pay will be corrected in the next payroll run, and that after the run is 
completed, they will have received the correct gross, benefits, deductions and net pay 
for the year to date. 
 

3. On the next scheduled payroll, include the gross pay that was omitted from this payroll, 
with Earning, Item and other codes (ORS, etc.) as appropriate. 

 
4. On the next scheduled payroll, include an Elective Deduction (MISC or a deduction 

defined for this purpose) for the amount of the check created in step 2. 
 

5. Also on the next payroll, enter one-time amounts for any deductions that were not 
taken but should have been taken on the incorrect payroll run, to make the year to date 
totals correct after the next payroll is run.  For example, when the employee was 
underpaid or not paid on the current payroll run and should have had a Dues deduction 
for $ 25.00 - which was not taken, enter a one-time amount for that deduction on the 
next payroll of the normal amount that would be taken in that payroll run plus  $25.00. 

 
6. Similarly, if the employee did not receive benefits that should have been paid on the 

incorrect payroll run, make one-time adjustments to the appropriate benefits on the 
next scheduled payroll run.  

 
7. This approach gives the employee their money in a timely fashion, insures that by the 

next payroll all gross, benefits and deductions will be correct for the year to date, as of 
that point, and finally, simplifies work of the payroll supervisor by eliminating need to 
revise or amend payments made for MCT, SST, FIT, MIT, MIP, etc. to third parties.  
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These instructions describe the steps KTS recommends following when a payroll has been run 
and an employee was overpaid. 
 
 

1. If the employee is to be paid during the next payroll run and the overpayment was not 
more than their usual payroll gross, probably the simplest solution is to decrease their 
gross pay in the next payroll to be run.  This can be done by either entering a Deduct 
Amount if the over-payment was from either the Primary Contract/Salary Screen or the 
Additional Contracts/Salaries Screen or by entering a negative payment amount on the 
Employee One-time Postings Screen.  

 
2. If the employee is not expected to be paid during the next payroll run, or other 

circumstances indicate a more immediate solution is necessary, then arrangements 
must be made to receive the overpayment from the employee.  Then, an entry must be 
made using the Register Record Preparation Screen, to reflect the overpayment, the 
money received from the employee and to correct all periodic totals (quarterly, fiscal 
and calendar) maintained by the payroll system.  It may be helpful to contact the KTS 
Information Systems Support Help Line at helpdesk@kresanet.org or call 269-488-
6201 for assistance with the register adjustment. 


