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 DESCRIPTION 

 
This job aid is for all County employees. 
 
The purpose of this job aid is to help employees understand how overpayments occur and where to find 
overpayment information on the paycheck.  
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OVERPAYMENT 

Action 
 Overpayments are generated as a result of retroactive transactions initiated by the 

employee or department. Examples of retroactive transactions are:  
o Department initiates a retroactive change to delete pay supplement (e.g., night 

differential supplement for a prior pay period(s)) 
o Overtime or other transactions codes erroneously entered by the employee or 

department that require a change. 
o Employee changing leave usage which was previously processed through a payroll – 

negative adjustment created. 

 Employees must enter a replacement code within the same pay period to avoid 
generating an overpayment. Replacement code refers to the time reporting code that will 
replace the removed code. The employee's supervisor must also make and approve 
changes to the replacement code during the same pay period. 
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 After an overpayment is generated, the overpayment letter is sent to the Department 
Personnel Representative (DPR). It is the responsibility of the DPR to notify and review 
the overpayment letter with the employee. 

 

 Log into INFORMS. 
 Navigate to Employee Self Service > Payroll > Paychecks. 

 Select paycheck from list. 
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View Paycheck. 

 

NOTE: Under the Before-Tax Deductions section of the 10/3 paycheck, there is an overpayment 
deduction in the amount of $2,983.28. It is unclear where this overpayment was generated from. 
Investigating with previous checks allows you to find the cause of the overpayment. 
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View Paycheck. 

 

NOTE: Under the Hours and Earnings section of the 09/23 paycheck, we see a 
deduction/negative for Conversion Hours Payment (ConHrsPay) in the total of $2,983.28. The 
Conversion Hours Payment earnings code appears when an employee elects to have their Sick 
leave conversion paid out instead of hours being transferred from their sick bank to their annual 
bank. This caused the OVP posted (OPT – positive offset) to create the overpayment. 

View Paycheck. 
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NOTE: Under the Before-Tax Deductions section of the 07/29 paycheck, we see that there is a 
credit for ConHrsPay in the amount of $2,983.28. We know that the 09/23 paycheck included a 
deduction of these ConHrsPay for the same amount. This means the overpayment was 
generated from the ConHrsPay being paid out on the 07/29 paycheck and deducted on the 09/23 
paycheck. Creating an overpayment on the 10/07 paycheck. 
After reviewing the paycheck, if it is still unclear where the overpayment was generated from, 
please contact your Department Personnel Representative for further assistance. 

 


