[image: image6.png]m National Account Services

Outsourcing for HR, Benefits and Payroll




                                                  Client Job Aid


Uncollected Deductions
The purpose of this document is to provide information on how to set up the system to accumulate uncollected deductions, how uncollected deductions work and how to clear them if necessary.  
· What are uncollected deductions?
Uncollected deductions occur when an employee does not have enough net pay to cover all scheduled deductions in one pay period
· How do I accumulate uncollected deductions?

In order for uncollected amounts to accumulate:
· The employee-level deduction must be set up to accumulate uncollected amounts

· The employee must be on the worksheet

· The deduction and the amount must be on the worksheet
· Uncollected amounts can accumulate on CheckPro checks
· What types of codes should be set up to track and process uncollected amounts?

Uncollected deductions can be set up on codes an employee is required to pay.  For example — union dues and medical deductions.
· What types of codes should NOT be set up to track and process uncollected amounts?
· Garnishments – A garnishment order states how much should be deducted per payroll from an employee’s check, and there is a limit on how much should be deducted and left for the employee.  If the employee does not have enough net pay to deduct the full garnishment amount, the remaining amount should NOT be accumulated as an uncollected amount
· 401(k) and codes with limits – Uncollected 401(k) amounts are not included in the calculation of limits.  Deducting an uncollected 401(k) deduction along with a scheduled 401(k) deduction could cause an employee to go over the limit.
· Things to know

· When uncollected amounts are created, you will not be able to see them when you are viewing an employee’s check because these amounts are not yet deducted.  The YTD uncollected amount will be reflected in the employee’s deduction screen
· Each payroll you should receive an Uncollected Deduction Report that will reflect what was supposed to come out of the employee’s check and how much went uncollected
· Uncollected amounts will generate to the next worksheet with amount type of “U”
Steps:

	
	Activity Description

	1
	Forward a list of codes to your account manager that you would like to track and process uncollected amounts.


	2
	Inform your account manager how you want the deductions to process the following:
· P (Partial) – Take what is available.  For example, if an employee has a $500 loan deduction and only $100 is available, the system will take $100.
· A (All) – Take all or none.  The system will only take the deduction if it can take the full amount.  If it can not take the full amount, it will not take the deduction at all,
To view this flag:

· Open company

· Go to FILE → COMPANY MASTER

· Click OPTIONS

· Select DEDUCTIONS

· Select deduction
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	3
	Inform your account manager about how you want to process the uncollected deductions.  This will set the default for adding the code to an employee.  You can also change the flag on the individual employee’s deduction
· Y – Create uncollected deduction amounts only for those employees that receive a check

· C – Create uncollected deduction amounts even if the employee does not receive a check.  The employee and their associated deductions need to be on the worksheet in order for this option to work.  The system will create a TAX ADJUSTMENT check to post the uncollected amounts
· N – Do not create uncollected deduction amounts

To view this flag:

· Open company

· Go to FILE → COMPANY MASTER

· Click OPTIONS

· Select DEDUCTIONS

· Select deduction
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	4
	Add the deduction to the employee.
· Open Company

· Go to FILE → EMPLOYEE MASTER

· Select the employee

· Click OPTIONS

· Select DEDUCTIONS

· Click INSERT

· Tag deduction

· Click SELECT TAGGED

· Update amounts and limits as needed

· Update LOAD UNCOLLECTED field as needed

· Y – Create uncollected deduction amounts only for those employees that receive a check

· C – Create uncollected deduction amounts even if the employee does not receive a check.  The employee and their associated deductions need to be on the worksheet in order for this option to work.  The system will create a TAX ADJUSTMENT check to post the uncollected amounts

· N – Do not create uncollected deduction amounts
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	5
	To clear uncollected deduction amounts:
NOTE:  This has to be done in CheckPro.  It will not work in manual checks.
· Open Company

· Go to FILE → PAYDATA → MANUAL/VOID CHECKS → CREATE → CHECK PRO
· Select S for special

· Select paygroup (if applicable)

· Enter dates.  Leave all other fields as is
· Click OK

· Verify dates

· Click OK

· Click YES to select employees
· Tag employee

· Click SELECT TAGGED

· There should be no earnings

· In the deduction grid, key the following for the code that needs to be cleared

· CODE, amount type = U, amount = positive amount

· CODE, amount type = $, amount = negative
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· Click CALCULATE
· When you view the check, it should have a zero net
· Save the check

NOTE:  DO NOT edit the check.  If you edit the check, the system will change the amount type to $ which will not update the uncollected amounts.  If the code or amounts are incorrect, delete the check and recreate it


	6
	If an employee gives you a check to pay for an uncollected amount, 

· Follow step 5 to clear the uncollected

· Enter a manual check to reflect the payment

· Open Company

· Go to FILE → PAYDATA → MANUAL/VOID CHECKS → CREATE → MANUAL CHECKS
· Select employee

· Key in deduction code and amount as positive

· If you want the check to be a zero net, key in an offsetting deduction as a negative

· Click OK to save
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