
Deduction Refund 

Search 

Search by Employee # or Name. 

Help Files 

Click the information icon to access 

step-by-step instructions for this 

particular menu. 

Quick Start Guide 

Deduction Refund 

This menu allows users to refund deductions that were previously taken in 

error. Using this option to refund the deduction will return the employee’s 

money, update earnings/deduction history correctly, handle taxes correctly, 

update the account codes, and generate credit invoices to the appropriate 

vendors.  

Select 

Click this icon to select a deduction. 
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Deduction Refund 

Deductions Available for Refund 

This  tab lists all available deductions 

that can be refunded.  

Quick Start Guide 

Refund 

2) Enter the number of hours to be 

refunded. 

Deductions 

1) Check the boxes next to the Deductions  to 

be refunded. 

Process Refunds 

3) Click this button to continue. 

Pay Group and Process Date 

4) Select the Pay Group and Process Date to 

determine when the refund check will be issued.  

Refund 

5) Click this button to refund the selected 

absences.  

Refunded Deductions 

This  tab  will display all of the Deduction Refunds that 

the selected Employee has received.  
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