
Payroll 
Repayment 

Forms



Required for the Payroll 
Compliance Group to:

Finalize the Repayment

Process the Journal Entry

Apply appropriate credit amounts to the 
Employer

Payroll 
Repayment 

Forms



Payroll Repayment 
Form Needed?Payment TypeCurrent or Prior 

Year
YesPartial Amount Check/Money 

Order/Online Payment
Current Year

Yes Full Amount Check/Money Order/Online 
Payment

Current Year

NoPayroll Reduction – WGRCurrent Year
YesPartial Amount Check/Money 

Order/Online Payment
Prior Year 

YesFull Amount Check/Money Order/Online 
Payment

Prior Year

YesPayroll Deduction – PAYDUEPrior Year

Every Pay Code that was originally overpaid 
needs to be accounted for, on the Repayment 

form, in any scenario listed above. 

Payroll Repayment Form – When is it required?



How to find the overpaid earnings codes? 

• Reference the overpaid paycheck on the DPR007 –
Mobius Report

• Log into PHRST and click on the Mobius View Tile

• Click “continue” upon receiving the warning message

• Click PHRST 



Click reports and navigate to the 
“DPR007 Payroll Expenditures by Employee” folder



Navigate to the date of *Pay confirm for the paycheck 
you are trying to obtain coding for – THE OVERPAID 
CHECK 
*see appropriate system availability chart on PHRST 
extranet 
Example: Overpaid Check 1/13/2023
Pay period end date 12/31/2022
Pay confirm = 1/10/2023



Click on the folder icon next to the pay confirm date 
to open it.  



Enter in your Department ID (must be 6 digits) in 
the highlighted section below and hit ENTER



Once you enter your Department ID it will appear 
on the left-hand side AND it will show the pay cycle 
end date of the paycheck you are referencing on the 
right-hand side.



Next enter the Employee ID # you are searching for in the 
right-hand side (Find in Document) 

*Notice Run Date is Pay Confirm Date



For the EE below, paycheck date 1/13/2023 see line of 
funding to be used on PR form **EACH overpaid code must 
be included on the form 

Example: EE was paid STE and had no leave thus an 
overpayment occurred the overpaid code and amount is 
STE= 125.64 



Current Year Overpayment 
 Collects on Net Amount

 If EE is paying the full 
balance AND through check, 
the amounts for the Tax and 
Deduction sections will be 
found in Column C of the 
Approved Worksheet

 If the EE is paying only part 
of the balance AND through 
check, PCG will process the 
Tax and Deduction 
information only. All other 
orange fields are still 
required

 Checked fields for the Line of 
Funding are the minimum 
required fields, your org may 
have others

 Line of Funding required per 
Pay Code

Each overpaid code must be listed! 
The red boxes must be filled in before submitting. 

Current Year Payroll 
Repayment Form



Prior Year Overpayment 
 Collects on Gross 

amount
 The Taxes and 

Deductions sections do 
not need to be filled in 
for Prior Year payments

 Checked fields for the 
Line of Funding are the 
minimum required 
fields, your org may 
have others

 Line of Funding required 
per Pay Code

Each overpaid code must be listed! 
The red boxes must be filled in before submitting. Prior Year Payroll 

Repayment Form



Example:  EE was overpaid the ENTIRE check due to a late 
processed termination
Navigate to DPR007 to determine codes and amounts for PR form 

ALL OVERPAID PAYCODES MUST BE INDICATED ON PR FORM
Need to make sure to use Mapped Account Codes



Completed Form if 
employee paid in full with
one check using the 
previous slides lines of 
funding. 

 EE and Org Information

 Mapped Accounts

 Line of Funding per 
code overpaid

 Deductions 

 Taxes

 Explanation of 
overpayment

 *If prior year OP Gross 
to net box does not 

need to be completed

Each overpaid code must be listed!
The red boxes must be filled in before submitting. Payroll 

Repayment 
Form



 Payroll Compliance Group Policy and Procedures: 
https://accounting.delaware.gov/payroll_comp/policies.shtml

 Payroll Compliance Group Alerts: 
https://accounting.delaware.gov/payroll_comp/comm/alerts.shtml

 Payroll Compliance Group Bulletins: 
https://accounting.delaware.gov/payroll_comp/comm/bulletins.shtml

 OASDI/Medicare Rates: 
https://www.ssa.gov/policy/docs/quickfacts/prog_highlights/index.html

 Statewide Benefits Office: 
https://dhr.delaware.gov/benefits/

PCG Email Box:  PCG.DOA@delaware.gov

Helpful Links


