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Refunding in PeopleSoft 9.0 
03/16/2011 

 
 
Discussion Points for Refunds 
 

ü Explain changes in the refund module for Payroll-HR 
o The 8.0 payroll refunding pages were a clone of the HR Payroll 

program.  In 9.0 we are using the real HR payroll program 
 

ü Batch refunding needs to be completed prior to any online/refund with 
extra amount refunds are done for a single day 

 
ü All payroll processes for North America will need to be schedule to 

prevent blocking 
 

ü Always need to set up a Pay Run ID and Pay Calendar day for ONLY 
the days refunds will be processed.  Once these are set up, Pay 
Calendar day will need to be confirmed, otherwise you will not be able to 
process refunds for future days.   

 
ü Prior to creating the Pay Run ID and Pay Calendar, you can run the 

batch refunds in report only to identify any refunds that need to be 
issued.  This is recommended if you are not certain on the number of 
refunds to be issued for the day. 
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Batch Refunds 
 
1.  Create a Pay Run ID 
 
Set Up HRMS Ą Product Related Ą Payroll for North America Ą Payroll 

Processing Controls Ą Pay Run Table 
 

 
 
Add a New Value (needs to be done each time doing a batch refund or online 
refund) 
 
Enter Pay Run ID ï this is the 3 character company code and date, year (yy), 
month (mm), day (dd), ex. WSC080414 (April 14, 2008), limited to 10 characters 
 
Company codes: 
Minot State University Bottineau = BOT 
Bismarck State College = BSC 
Dickinson State University = DSU 
Lake Region State College = LRS 
Minot State University = MIN 
North Dakota State University = NDS 
North Dakota State College of Science = SCS 
Mayville State University = STM 
Valley City State University = STR 
University of North Dakota = UND 
Williston State College = WSC 
 
Click ñAddò 
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Enter in a description, should have school and date in description 
 
Enter in a short description, this can be the same as the Pay Run ID 
 

 
 
 
Click ñSaveò 
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2.  Create a Pay Calendar Table 
 
Set Up HRMS Ą Product Related Ą Payroll for North America Ą Payroll 

Processing Controls Ą Pay Calendar Table 
 
Add a New Value (needs to be done each time doing a batch refund or online 
refund) 
 
Enter Company Value 
 
Enter Pay Group Value 
 
Enter Pay Period End Date ï this will be todayôs (current) date (Tip: place a ñtò for 
todayôs (current) date.  This may not automatically populate when you tab out, 
but it will recognize a ñtò as the current date when ñAddò is clicked on.) 
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ñOff-Cycle Calendarò box is defaulted to checked, cannot be changed 
 
Enter in the Pay Run ID that was created 
 
Enter in todayôs date for ñPay Period Begin Dateò and ñPaycheck Issue Dateò 
 
Note:  Ignore the ñFLSA On-Cycle Pay End Date:ò field and Ignore all other fields 
 
Click ñSaveò 
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3.  Create Refunds 
 
Student Financials Ą Refunds Ą Process Batch Refunds Ą Create Refunds 
 

 
 
Enter a Run Control ID 
 
a.  Batch Refund tab 
 
Enter in the Business Unit 
 
Enter Refund Method of ñPò for Payroll 
 
Set Run Option 1 
 
Set Run Option 2 
 
Set Sponsor Refund Option 
 
Select the Refund Item Type 
 
Select an Address Usage with Home in it 
 
Check the ñCalc Tuition if Requiredò box if you would like the account to calculate 
before the refund is issued 
 
Check the ñReport Onlyò box to view refunds prior to posting them 
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b.  Academic Programs tab 
 
Select the appropriate Programs or All Programs 
 

 
 
 
c.  Accounts / Terms tab 
 
Select the appropriate Accounts or All Accounts 
 
Select the appropriate Term or All Terms 
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d.  Item Types tab 
 
Select the appropriate Item Types or All Item Types 
 

 
 
 
Batch ID will display in the Batch ID field 
 
Click ñRunò 
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Select ñBatch Refund with DDP Updateò 
 
Click ñOKò 
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To view the report that identifies refunds navigate to: 
Student Financials>Refunds>Process Batch Refunds>Report Batch Refunds 
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4.  Request Student Job Data  
 
Student Financials Ą Refunds Ą Process Batch Refunds Ą Request Student 

Job Data 
 
Enter a Run Control ID 
 

 
 
Enter in Business Unit 
 
Enter todayôs date as Job Effective Date 
 
Set Processing Population to Refund Batch 
 
Enter or search for correct Batch ID 
 
Check ñConfirm Job Data Createdò box 
 
Click ñRunò 
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Click ñOKò to run process 
 

 
 



 13 

Click on Details to view Process Details 
 

 
 
Then Click on ñView Log/Traceò 
 
Then view .stdout file to make sure job data was successfully created and it 
shows the number of students processed 
 

 
It is very important to review this file to make sure all job data was successfully 
created.  If there is a student skipped in this step, you may want to submit a 
remedy ticket.  This step has been troublesome for us in the past.  
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5.  Request Payroll Interface 
 
Student Financials Ą Refunds Ą Process Batch Refunds Ą Request Payroll 

Interface 
 
Enter a Run Control ID 
 

 
 
Enter Business Unit 
 
Enter or search for correct Batch ID 
 
Enter todayôs date as Pay Period End Date 
 
Click ñRunò 
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Click ñOKò to run process 
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Click on ñDetailsò next to the process to view Process Details 
 

 
 
Then Click on ñView Log/Traceò 
 
Then view .stdout file to make sure refunds were interfaced to payroll 
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6.  Load Paysheet Transactions 
 
Payroll for North America Ą Payroll Processing USA Ą Create and Load 

Paysheets Ą Load Paysheet Transactions 
 

 
 
Populate the left side 
 
Enter the Pay Run ID 
 
Set to Off-Cycle 
 
Set Paysheet Update Source to ñOther Sourcesò 
 
Set Process Option to ñProcess Transactionò 
 
Click ñRunò 
 



 18 

 
 
 
Click ñOKò to run process 
 

 
 
 



 19 

Click on ñPYLOADò hyperlink to view Process Details 
 

 
 
Click on the 3rd hyperlink to view the .log file to make sure the employees/jobs 
were processed 
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7.  Verify Paysheets were loaded (Not required, can be done to confirm 
paysheets were loaded) 

 
Payroll for North America Ą Payroll Processing USA Ą Update Paysheets Ą By 

Paysheet 
 

 
 
Enter Company 
 
Enter Pay Group 
 
Enter todayôs date as Pay Period End Date, or enter ñtò 
 
Click ñSearchò 
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Verify Paysheets have been updated 
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Prior to going to the next step of calculating the pay, you can run an audit pre-
calculation to identify any errors that would be encountered before running the 
actual process. 
 
Payroll for North America>Payroll Processing USA>Produce Payroll>Pre 
calculation Audit Report 
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8.  Calculate Pay 
 
Payroll for North America Ą Payroll Processing USA Ą Produce Payroll Ą 

Calculate Pay 
 

 
 
Enter Pay Run ID 
 
Set to Off-Cycle 
 
Uncheck ñPreliminary Calculation Runò, this will need to be unchecked as it is 
defaulted to checked 
 
Make sure ñOnly Calculate Where Neededò is checked 
 
Click ñRunò 
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Click on ñDetailsò to view the Process Details 
 

 
 
Click on ñView Log/Traceò to view the .log file to make sure the checks calculated 
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9.  Confirm Pay 
 
Payroll for North America Ą Payroll Processing USA Ą Produce Payroll Ą 

Confirm Pay 
 

 
 
Enter Run Control ID 
 
Enter in left side again 
 
Enter Pay Run ID 
 
Select ñOff-Cycleò 
 
Click ñRunò 
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Click ñOKò to run process 
 
 

 
 
 



 28 

Click on the ñPAYCONFò hyperlink to view Process Details 
 

 
 
 
Click on the 2nd hyperlink to view the .log file to make sure checks were 
calculated 
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10.  Print Checks 
 
Payroll for North America Ą Payroll Processing USA Ą Produce Checks Ą Print 

Checks 
 

 
 
Enter a Run Control ID 
 
Enter Pay Run ID 
 
Check ñOff-Cycleò 
 
Click ñRunò 
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Populate Type of Printer, Format of HP, and Output Destination as follows: 
 
\\MP1\BSC-CHECKS 
\\MP1\LRSC-CHECKS 
\\MP1\MISU-CHECKS 
\\MP1\MISU-B-CHECKS 
\\MP1\DSU-CHECKS 
\\MP1\WSC-CHECKS 
\\MP1\UND-CHECKS 
\\MP1\NDSU-CHECKS 
\\MP1\NDSSS-CHECKS 
\\MP1\VCSU-CHECKS 
\\MP1\MASU-CHECKS 
 
 
Click ñOKò to run process 
 

 
 
Once process has gone to success, checks should be printing out on the printer 
designated to print checks. 
 
 
 

file://MP1/BSC-CHECKS
file://MP1/LRSC-CHECKS
file://MP1/MISU-CHECKS
file://MP1/MISU-B-CHECKS
file://MP1/DSU-CHECKS
file://MP1/WSC-CHECKS
file://MP1/UND-CHECKS
file://MP1/NDSU-CHECKS
file://MP1/NDSSS-CHECKS
file://MP1/VCSU-CHECKS
file://MP1/MASU-CHECKS
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11.  Request Refund Update 
 
Student Financials Ą Refunds Ą Process Batch Refunds Ą Request Refund 

Update 
 

 
 
Enter a Run Control ID 
 
Enter Business Unit 
 
Enter Batch ID 
 
Enter Pay Period End Date 
 
Click ñRunò 
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Click ñOKò to run process 
 

 
 
Click on ñDetailsò next to the process to view Process Details 
 

 
 
Then Click on ñView Log/Traceò 
 
Then view .stdout file to make sure refund request was updated 
 


