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                                                  Client Job Aid


Adjusting Wages for Employees with More than One Employee Type
The purpose of this document is to provide the steps to adjust wages when the employee type field in the employee master has changed and checks exist for more than one employee type. 

Note: If the adjustments are for prior years, these adjustments may require W-2Cs, corrected 1099s, or both.

 Steps:

	
	Activity Description

	1
	Print Tax and Earnings Summary History for the employee(s) that need to have wages adjusted.
Reports > Tax and Earnings Summary > Select “Single Employee Level” > Tag employee and click on Select Tagged > Enter Year if different from current year and click on OK.

	2
	In our example, we will be moving earnings, deduction and taxes from employee type X to employee type E.  See the following history summary:
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	3
	Reverse earnings, deductions, and taxes out of the incorrect employee type.
· Verify that the Employee Master is set to the employee type you are reversing.    Employee types should be changed in the employee master, not on the manual check.
· Verify the tax flags are set based on the incorrect employee type.
· Create the negative manual checks.  Key in one manual check for each quarter affected.  To create the check, go to:

· Open company

· Go to PAYDATA → MANUAL/VOID CHECKS → CREATE → MANUAL CHECKS

· Select employee

· Use the history summary to get the QTD earnings, deductions and taxes information for the incorrect employee type
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	4
	To reenter wages in the correct employee type, you will need to: 

· Update the Employee Type field in the Employee Master to the correct type.
· Verify the tax flags are set based on the correct employee type.
· Create positive manual checks.  This manual check should have the same earnings, deductions and taxes as step 3 but as positive amounts.
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	5
	Create a Special Calendar or Complete a Special Payroll Request Form for each quarter and forward the completed forms to your account manager.
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	6
	Receive download from account manager for the specials.



	7
	Create a blank worksheet for each quarter.
· Open company

· Go to PAYDATA → GENERATE NEW WORKSHEET

· Click OK

· Select S for special

· Click OK

· Select appropriate paygroup

· Select the special your account manager has set up

· Verify the dates

· Click OK

· Select YES to select specific employees

· Tag one employee.  It does not matter which employee you tag.  We will be deleting the employee off the worksheet in a later step.
· Click SELECT TAGGED

· The worksheet will gen

· Go to PAYDATA → EDIT WORKSHEET

· Select appropriate paygroup

· Select appropriate worksheet

· Delete employee

	8
	Verify that the checks are sent with the proper quarter worksheet.

	9
	Print history summaries to ensure that the information was moved properly.
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        ProBusiness Payroll


Special Payroll Request Form




Fax to      @ (925) ###-####

When requesting a special payroll, please complete the following questionnaire.  Keep in mind that the West NSC generally requires 24 hours notice for processing.  In addition, special payroll transmissions must be received by the data center by 10:00 a.m. PST for out of state and 2:00 p.m. PST for California to guarantee 24-hour turnaround for delivery.  We may not be able to process transmissions received after time stated above or their delivery may require the service and expense of a special courier. 


Comp ID(s):


Paygroup(s):


Circle or indicate the correct answers below:


		1.  Please list the reason for the payroll:




		



		2.  Please fill in the following dates:

     Payroll Beginning Date:


     Payroll Ending Date:


     Check Date:


     Call Into PRO Date:


     Delivery to Client Date:


Please leave 48 hours between the CALL IN DATE and the CHECK DATE.  48 hours is required to process tax and direct deposits!

		​____/____/____


____/____/____


____/____/____


____/____/____


____/____/____



		3.  At what frequency would you like the tax withholding calculated?  The most common frequencies are listed to the right. Please circle one.   


MO = Monthly;  WK = Weekly;  SM = Semi-Monthly; 


BW = Bi-Weekly;  SU = Supplemental Tax

Caution:  If you elect to have this special payroll taxed at the supplemental rates, ALL checks entered will be taxed at the supplemental rates.  If the earnings code you use is set to tax at the supplemental rates, then that earnings code will be taxed at supplemental rates REGARDLESS of which tax frequency you select for this special.  




		MO


WK


SM


BW


SU


OTHER: (please describe)

______________________________________________



		4.  Do you want additional tax withholdings to process on this special payroll?

		Yes / No



		5.  Do you want to select earnings codes?


     For your convenience, you may list the codes you want 


     specifically to generate, or you can choose NO and bring in codes 


     randomly as needed.  


NOTE:  Codes will only generate if the earnings are listed in the employee’s Suppay screen in the Employee Master.

		Yes / No



		6.  Do you want to select deduction codes to be taken for employees in this special payroll?


     *For your convenience, you may list the codes you want specifically to generate, or you can choose NO and bring in codes randomly as needed. Be sure to consider Garnishments, Stock and 401(k) deduction codes.


NOTE:  Codes will only generate if the deductions are listed in the employee’s Deduction screen in the Employee Master.

		Yes / No



		7.  Do you want direct deposit?  

		Yes / No



		8.  If yes to question #7, then do you want the direct deposit funds to split normally for the employee’s deposit account selection or go to the “100%” deposit account only.




		Normal Split


100% Account Only



		9.  Inserts:  Will there be inserts for this special payroll?


     (Ask Account Manager for details if this service is needed)

		Yes / No



		10.  Checks Sealed

		Yes / No



		11.  Checks:  Where should the checks be delivered to?

		Normal Split Wrap


CHECK DIS ________



		12.  Reports:  Should ALL reports be generated including General 


       Ledger?  If no, indicate below which reports you need:


________________________________________________________________________________________________________________________________________________________________________________________________________________________




		Yes / No





Your ProBusiness Account Manager will create the special payroll calendar and send it to you via download.

                   Signature






         Date
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