
1. From My Profile, select the Payroll 
  Administrator role.

2. From the Global Navigation search bar, type PAYM for Payroll Management. 

3. Use Filters to search for the employee.

4. Click Apply when you’ve complete your narrowed search. 

Deposit Reissue (DPRI)
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5. From the Grid Actions results, click the View button.

DPRI
Used to issue a paper check to replace a failed direct 
deposit. 
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1. Click the Pay Distribution Detail tab.

2. Click the Modify on the deposit entry.
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3. Enter the Reissue Date.

4. Using the drop-down, update the Reissue Status to Reissue (Print).

5. Click Validate and Submit if error free. 
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6. Once the Transaction is submitted successfully, click Close. 
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On the Pay Distribution tab, verify the Distribution Status has been updated to 
Reissue (Print).


