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HRMS Create and Maintain Payroll Master Data 
Warrant Cancellation or ACH Reversal 

This procedure is used to reverse an employee payment in the pay period in which an overpayment 
has occurred. 

Important note: If you are processing an ACH reversal: 

· You must contact the Solutions Center at (360) 407-9100 or email at 
SolutionsCenter@WaTech.Wa.GOV to complete the ACH reversal portion of this process. 

· DO NOT continue using this procedure until you have verified that the agency’s general ledger 
has been credited with the funds. 

Section 1–For Payroll Processor, Payroll Analyst, or Payroll Supervisor 

IMPORTANT 
The actions in this section 
are completed by the 
Payroll Processor, Payroll 
Analyst, or Payroll 
Supervisor. 

1. Start by entering 
Transaction Code 
PUOC_10 in the 
Command Field and 
press the Enter key.   

2. Enter the employee’s 
Personnel no. and 
press the Enter key. 
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1. Click the Reverse 
payment tab. 

2. Locate the Pmt date to 
cancel under Payroll 
history - Reverse and 
click the box to the left. 

3. Select the correct 
Reversal reason from 
the drop-down list. 

4. Click Reverse. 

5. Click Yes in the 
Warning box to confirm 
the transaction. 

The status bar at the 
bottom of the screen 
will display the message 
“The payroll result has 
been reversed 
successfully.” 

6. Click Exit to return to 
the home screen. 

 

 

Important! Master data changes MUST 
be updated to reflect that the payment 
should not have been made to the 
employee. 
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