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WHY DIRECT DEPOSIT?

" Reliable

" Secure

" Private

" Convenient

" Provides Financial Control
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WHAT ARE RETURNS?

" Rejected Direct Deposit Transactions
" Reported by financial institutions

" Appear on Wells Fargo ACH Return/NOC (Notification of Change)
Report

" Reasons for Rejection
" Employee closed account and did not cancel Direct Deposit
" Incorrect entry into PayServ
" Employee accounts frozen
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WHEN FUNDS ARE REJECTED

" Wells Fargo notifies OSC.

" Funds returned to Wells Fargo account.

" OSC prepares voucher to create a paper check.
®  Check is mailed to the employee.

The employee address is taken from PayServ and employee
should receive check within 5 business days.

No YTD balances or Form W-2 balance adjustments are
necessatry.

STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER

4



ACH RETURN/NOC REPORT

Custom

0322012 0828 AMET
CUSTOMER ID: NYSDITOS
OPERATOR ID: JKELLY

WELLS
FARGO

NYS DIRECT DEPOSIT

ACH Return/NOC Report
As of 03/08/2012

Commercial Electronic Oﬂ'tcn

Treasury Information Reporting

File ID: 1146013200
Company ID: 1133883536

Mame: OFC OF THE STATE COMFTROLLER

Settlement Summary

Settlement Bank: 1210002458
Settlement Account: 2000030015604

Returned Items:
(Includes Redeposited and Dishonored Totals below )

Account 2000030015694 will be credited

Company: OFC OF THE STATE COMPTROLLER

1,277.98 on 03092012

Transaction Detail

Returns
Individual 1D Eff Date
Name Desc Date

Acct Type
Tran Type

Amount

Reason Cd | Desc
Original Trace No

03082012
120307
Recelving RDFIl: 031176110
Co Entry Desc: DIR DEFP
Comments:

Return Trace No

Motifications of Change
Individual 1D Eff Date
Mame Desec Date

Account No:

DDA
CR

: I
: 031176110036963

Acct Type
Tran Type

160.48

Amount

ROZMO ACCOUNT
091000010036563

Reason Cd / Desc
Original Trace No

03082012
120307
Receiving RDFIl: 031000053
Co Entry Desc: DIR DEF Return Trace No
Correction: Roubng/Transit should be
Addenda: 000010025011  03100005031100157

Account No:

OO
CR

|
: 031000050000154

00

CO02/R/T NUMBER
09100001002:3011




AGENCY NOTIFICATION EMAIL

DIRECT DEPOSIT RETURNS AGENCY
Payean 081172014 08:48 AM

Services
Show Details

Agency Payroll Officer,

We hawe a Direct Deposit return for the following employee for the paycheck of 09/10/14

Employee Amount Account ending

The check will be mailed to the employee’s home address within 5 to 7 business days

Agencies must respond and confirm necessary action was taken (inactivate or update with new banking information)

Staphanie Simmons

Genaral Deduction & FayCalc Team
OS5C Bureaw of Siate Fayroll Senvices
SSimmons@osc. siate.ny. us

{5718) 486-3097




AGENCY CONTACT INFORMATION

Create Document

Contacts
i By Name
- By Company
¥ ayrol Contacis
IS Contacts
Staff Directory
State Expenditures C
Entity Records
Other Views
Folders

Auxiliary Forms
Business Processes
Calendar

Call Center
Correspondence
Form Letter Library
Knowledge Center
Support Center
Knowledge Base
Time Management

| New Entry =

Contact ~
Shepard, Darlens

Ciatyk, Kenneth

Hotaling, Randy

Knapp, Gerard

Hew Link =

Title ~
Manager of
Information

Technology Services
2

FPayroll Examiner 2

Aszst Director of
Personnel B

FPayroll Examiner 3

MYS Payroll Contacts | My Preferred Views

My InterTrac =

Authorized Signature ~ Phone/FaxiEmail

Phone: 518-474-680%

Fax: 518-408-4466

Email:
dshepard@osc.state.ny.us
Internet www osc state ny.us

= 02009 - Office of the State Comptroller - Current Payroll

Phone: 518-408-2930
Fax: 518-486-6723
Email:

Address

110 State Strest
13th Floor
Albany, NY 12236

Organizational Role - Agency
Payroll Technical 020C =

Representative

110 State Street
Human Resources -
12th Floor

Payroll
Representative

Kenneth Ciatyk@@osc state ny.u Albany, NY 12236

Phone: 518—4% Payroll Officer Backup 020C
Fax: 518-486-6723 Human Resour Payroll

Email:
rhotaling@osc state ny.us
Internet:

Phone: 51@
Fax: 518-486-6723 12th Floor

Email:
gknapp@osc state ny.us
Internet www osc state ny.us

12th Floor
Albany, NY 12236

Representative

State Agency - Human
Resources
Representative
Payroll Officer

Payroll

110 State Street Representative

Albany, NY 12236

= _
Briggs, Michael

Caplowaith,
Rosemary

Administrative
Assistant

Clerk 2

Phone: 518-486-3261

Fax: 518-474-3578

Email:

michael brigge@ag.ny.gov
Internet:

Phone: 518-486-53284
Fax:

state capitol Payroll Officer Backup 030C

albany, NY 12224

Office of the Attorney
General -The Capitol

State Agency -
Benefits Administrator

030cC




UPDATE YOUR AGENCY CONTACT INFORMATION

" Visit the OSC website: www.osc.state.ny.us

Search Unclaimed Funds Search Now

New York State Comptroller Thomas P. DiNapoli

Office of the State Comptroller

A | Our Office | Newsroom éResources For... V Find Info About... ¥ Search

Current & Former State Employees Latest News
' Local Government Officials

NYS Agency Payroll Officers DiNapoli Announces $2B

> Strategic Partnership With
n c NYS & Local Retirement System Members, Goldman Sachs Asset
Employers and Retirees ) Management For Global

New York h: NYS Public Authorities Representatives Equity Investments

Someofitn : 3 o
State Agency Representatives DiNapoli: Municipal

Spending on Infrastructure
Statewide Financial System Declines While Needs Go

Vendors Doing Business With NYS Unmet

( >l More News...

Get to know = 1 : 4 - > m
New York State Comptroller A — e A . f
A Rz~ B AR\ 40 B

Thomas P. DiNapoli



http://www.osc.state.ny.us/

UPDATE YOUR AGENCY CONTACT INFORMATION

Siate Paoll Services: Eloms State Payroll Officers

Payroll Bulletins
Contact Us Keep up to date on important payroll changes.

Job Aids
' Find helpful information on PayServ, along with payroll calendars,

directories and forms.

Training
A list of upcoming PayServ and online training sessions, and
recent presentations related to payroll services.

Payroll Users Group
Learn about the Payroll Users Group, when it meets and who can
join.

Aagency Report Cards and New Qverpayment Reports

State Payroll Services Home State Payroll Services
Job Aids

Contact Us

Payroll Calendars

Forms

PayServ

 Directories



UPDATE YOUR AGENCY CONTACT INFORMATION

e el e e State Payroll Services
Payroll Directornies

Contact Us

Payroll Directory by Agency (pdf)
A list of payroll officers by state agency.

Payroll Directory by Zip Code and Agency Name(pdf)
A list of payroll officers by zip code proximity.

Update Directory Contact Information

Find directions for modifying contacts in the COnline
Contact Update System - Users' Guide. To get your
user ID or password, please contact the
ClOhelpdesk@osc.state.ny.us or

call 518-486-6745.




UPDATE YOUR AGENCY CONTACT INFORMATION

Contact Update Links: Contact Update Syste

OSC collects contact informati or all agencies, municipalities and organizations that are
Login involved in the financial ma ment of government in New York State. This information is
submitted online using thgg®ontact Update System.

Request User ID and

Password To log in:

Go to the login page, enter your user ID and password, and click the Log In button.

Online Help

User S Server Login

Resources For Please type your user name and password

Local Government Officials User name: USERID
Password: eesssssss

State Agency Representatives

NYS Agency Payroll Officers

Unable to log in?

For further assistance:
Online Help
Contact User Suppork

Reqguest vour user ID and password




WHAT ARE DELETES?

" Direct Deposit transactions that have been transmitted to Wells
Fargo for processing by the National Automated Clearing House
Association (NACHA), but have not yet been posted to employee

bank accounts.
® Can be done up to 2 business days prior to the check date.
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WHAT ARE REVERSALS?

" Direct Deposit transactions that have been transmitted to Wells
Fargo for processing by the National Automated Clearing House
Association (NACHA), but have been posted to employee bank

accounts.
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BACKGROUND

" Agencies identify overpayments for employees enrolled in
Direct Deposit when the employee is not due another
paycheck that can be adjusted.

" Agency submits Form AC3197 (Fax Request for Direct Deposit
Stop/Reversal).

" The entire check will be reversed - there are no partial
reversals of paychecks.

" Per NACHA guidelines, state stop/reversal requests must be
requested no later than 5 business days after the check date.

STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER
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AC 3197

AC 3197 (Rev. 11/12)

NYS Office of the State Comptroller

Bureau of State Payroll Services FAX REQUEST FOR

110 State Street, 8th Floor DIRECT DEPOSIT STOP/REVERSAL
Albany, NY 12236

OSC Payroll Deductions Section Fax Number: (518) 486-3099

Instructions for Agencies:
This form is used to stop or reverse a direct deposit transaction that has been generated by PayServ. Call
the OSC Deductions Section at (518) 402-2679 or (518) 474-4042 to initiate a request for a direct deposit
stop or reversal. If the request is approved by phone, submit this form by fax and call the OSC Deductions
Section to confirm receipt of the request.

A Report of Check Returned for Refund or Exchange (AC-230) must be submitted.

OSC will notify the agency when the funds have been retrieved. The check will be held by the Bureau of
State Payroll Services until the AC-230 form is received from the agency.

OSC will process a Stop Payment/Reversal if the employee is overpaid and off the payroll, with no future
checks anticipated and no other means to retrieve the overpayment. If the employee is still active on the
payroll, the agency should notify the employee and retrieve the funds from the next available check,
whenever possible. Contact your payroll auditor to discuss overpayment recovery.

Review the employee's direct deposit record in PayServ and make any necessary changes for the next
payroll period.

Please print or type.
Agency Code Agency Name Contact Person

Agency Phone Number Agency Fax Number

NYS EMPLID Employee Name

Paycheck Date(s) Direct Deposit Net Amount(s)

Reason for Stop or Reversal

Agency Authorization (Payroll Officer or designee)

Print Name Signature




WELLS FARGO

WELLS g . Contaci th
FARGO -~ o

* ACH Deletes & Reversals Online

Submit Deletes and Reversals - ltem Details

Signed on as: Jamie Kely

Quewe
DelRev CrDb Chi/Sav Rec. Bnk. Rin Rec. Bak. Accl. Nbr. ndrvidual Nams

requests are added, they will be shown in this list

Submit All hems Remove from Queue

Add Items to Queus
File ID/Company 1D 1146013200 / 1133893536

Requestor Jamis Kely
Company Name: MNYS DIRECT DEFOSIT
518 - 474 - | 4072 ext

Requestor phone number; «

Date of Request 03M2r2012

Request . O Delete O Reversal
Transaction Type: O Credit ) Debit

Account Type: « O Checking O Savings
PostingEffective Entry Date: « | (mmiddtyy)
Receiving Bank Routing/Transit Mumber, «

Receiving Bank Account Mumber: «

Dollar Amount: «

Individual Name: «
Confact Us | Help | Privacy, Security & Legal
© 2003-2012 Wells Fargo. All rights reserved.




INSUFFICIENT FUNDS

" Daily ACH Return/NOC Report lists item that were not
recovered due to insufficient funds

" Agency is notified that recovery was unsuccessful
" Alternate means of recovery is necessary

17

STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER



AFTER RECOVERY

Agency is contacted.

AC 230 is prepared by the agency and sent to OSC.
Employee’s year to date totals are updated.

Money returned by Wells Fargo is not available until the check

date.

STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER
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WHEN NOT TO USE THE AC 3197

Please print or type.
Agency Code Agency Name Contact Person

Agency Phone Number Agency Fax Number

NYS EMPLID Employee Name

Paycheck Date(s) Direct Deposit Net Amount(s)

9/10/2014 2137.77

Reason for Stop or Reversal

$ 2137.77 was deposited into John A. Doe's account # [ Routing # . However, he was
just hired on 9/2/2014 and he is not due a paycheck until 9/24/2014. FIEQSE reverse

$2137.77 should have gone into a different John Doe's account at Il bank, account # I, Routing
# I
Can the money be routed to the correct account?

Agency Authorization (Payroll Officer or designee)

] I —— S
Print Name Signatlre Date




STOP PAYMENTS

" A request for a Stop payment is used when we have to Request
a Stop Payment, Replacement Checks, Photocopy of Check, or
Forgery Affidavit.

20
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REASONS TO REQUEST A STOP PAYMENT:

" Payee lost check or check is damaged
" Payee not entitled to all or part of payment
" Payee never received check



REASONS WHY OSC MIGHT PROCESS THE TD-346

" Form is filled out incorrectly,

" Agencies fail to notify us that they are doing a stop,
" Agencies forget to update the employee’s address,
® We can monitor our account better.



WHAT TO DO IF ONE OF YOUR EMPLOYEES NEED

A DIRECT DEPOSIT CHECK RE-I ED:

® Email or Call our unit:

" Jamie Kelly (518) 474-4072
jlkelly@osc.state.ny.us

" Stephanie Simmons (518) 486-3097
ssimmons@osc.state.ny.us

CUSTOMER SERVICE: (518) 474-4042



New Yok State Departmest of Taation and Finance
Division of the Treasury

Request for Stop Payment, Replacement Check,
Photocopy of Check, or Forgery Affidavit

Agency information — All fields must be completed.

Agency code or business unit {5 digits) Telephions numier Fazx: naumber
{ ) { )

Agenicy name Print=d name of agency repeesentatie

Agency strest address S'in:h:\eo‘l ag=noy representatie

Ciity Stats AP code E-rmail address of agency rapresantative

Check information — All fields must be completed.

Ch=ck number {8 digits) Chescl date Chesclc armcunt

Payee name

I:l Payss has reviewed previously provided photocopy, sand forgery affidavit.

Vendor checks Mark an X in the applicabls bou: D Regular vendor* |:| Singla vendor**

Prior to making any requests, first refer to the Statewide Financial System (5F35) Stale Report (WYTR1E852) to determine if the check

has been retumed to Treasury, and why it was retumed.

|:| Payee lost check or check is damaged — Reissus with no changes. The original check will be stopped and a new cheack will be
izsued with a new check number. Refer to the voucher for reizsuancs information. If cashed, provide photocopy.

I:l Payee not entitled to all or part of payment — Cancel check and close related vouchers. Agency must create a new voucher
for the portion that the payes is entitled to. If cashed, provide photocopy.

I:l Payee never received check — Address was comect. Rsissue with no changes. The oniginal check will be stopped and a new
cheack will be issuad with 8 new check number. Refer to the woucher for reizsuance information. if cashed, provide photocopy.

Payes never received check — Address was incomect. See Aeguiar vendor or Single vendor instructions below as appropriats.

Regular vendor — Reissua with comect address (provide comect address below). Prior to submitting request, the agency or
vendor must update the Mew York State (NY'S) Vendor File. The original check will be stopped and a new check will ba issued
with a new check number and the cormect address. Refer to the voucher for reissuance information. If cashed, provide photocopy.

Street address

City State ZIP code

Single vendor — Cancel check and closa related vouchers. The original check will ba stopped and the agency must creats a new
voucher with comect address. If cashed, provide photocopy.

*A Reguiar vendor is a vendor that is registersd to do business with NY'S. They are approved., managed, and assigned a unigus
10-digit vendor identification (1) numbsar by the Office of the State Comptroller's Vendor Management Linit.

**A Single vendor is a vendor whoss specific information is not managed by the Office of the State Compiroller's Vendor Management Unit.

Payroll checks

D Cancel check and reissue — The onginal check will be stopped and a replacement check will be izzued with the same check
number. If cashed, provide photocopy.

Fax this completed form to the NYS Division of the Treasury — Depository Control Unit {518) 435-8625. I you have questions call the
Divizgion of the Treasury at (518) 486-1268 or (518) 402-4123.

TD-346 [1/13)




STALE CHECK REPORT

_;ﬁt,'a'\ﬂ IGE e - T 0D StaleReport 8-7-14 t09-19-14xs [Compatibility Mode] - Microsoft Excel 5P T = L]
jﬁ/( Home Insert Page Layout Formulas Data Review Wiew Developer Acrobat 'Q) - o
II_A-‘j ‘* cul Arial Unicode v - (10 - [[A° 47| | = §I|@/'| ;WrapText General - ij % |__;|ﬂl‘ [ j\ IEJ z A.utoSum : ? 7

=3 Copy I = E Fill = i
w5 romtrar |8 £ B0 A] 5 5 8 o~ |[§ - % 0 [38 81 Gt rom Gt | e oo rome| 00 e s
Clipboard (] Font (] Alignment Fi Mumber (] Styles Cells Editing
A B C D E F G H J K L M
1
2 |unit ~ [voucher .¢|invoice ~ [vendor Name ~ |Paymen - [Payment - |Pay - |Stale Date - |Payment - |Payment Message ~ [From D: - |To Date( ~ |[Amount - |
72 |NYS01 P009564 PO09564DDRETO7242014 02825832 7T/29/2014 CHK 8/8/2014 Stale Returned for bad address. 8/7/12014  9/M119/2014 5.020
421 |NYS01 P009834 PO09834DDRET08272014 ‘2921838 Y2/2014 CHK 91272014 Stale Returned for bad address. BI72014  9M9/2014 383.450
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QUESTIONS?

For assistance with Direct Deposit Returns, Deletes and Reversals
contact the Customer Service mailbox:

payrolldeduction@osc.state.ny.us
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