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                                                  Client Job Aid


Calculation Base Setup Form
The purpose of this form is to define which earnings or deduction codes are to be used to calculate an amount for a specific code. If percentage codes do not have a calc base, all codes on the check will be included. 

This form will provide your account manager with the necessary information to set up the new/revised calc base to your exact specifications.  If any of the following items are not applicable, please write “N/A” next to the question.  If you do not understand a question, please refer to page 3 for further clarification.

Is this a revision of an existing calc base?   Yes /  No

CompIDs (please list): _________________________________________________________________  ___________________________________________________________________________________

1a.  Is this an earning or deduction calc base?  Earning  /  Deduction

1b.  Is this calc base for a :


Shift code _______


401K/Deferred Comp code ________


Accumulator code ________


Other  (Complete additional instructions item 7) ________

2. Three character alphanumeric code?  ___ ___ ___

3.  Twenty-five character alphanumeric description?

     __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

If this is an earnings calc base, please indicate the following:

(Please note: for an earnings calc base, only earnings codes can be in the calc base)

4a.  Include  /  Exclude ?  _________

4b.  Check / Record ?  ___________

4c.  Please indicate the codes:

__ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __,

__ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __

If this is a deduction calc base, please indicate the following:

(Please note: for a deduction calc base, earnings and deductions can be in the calc base.)

5a.  Include  /  Exclude ? ___________

5b.  Add  /  Subtract  ?  ___________

5c.  Earnings  /  Deductions  ?  ___________

5d.  Check / Record ?  _____________

5e.  Please indicate the codes:

__ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __,

__ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __

5f. Include  /  Exclude  ? _________

5g.  Add  /  Subtract  ?  ___________

5h.  Earnings  /  Deductions  ?____________

5i.   Check / Record ? __________

5j.  Please indicate the codes:

__ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, 

__ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __, __ __ __


6. Please indicate which earning or deduction code(s) this calc base should be linked to: ____________________________________________________________________________________

7. Additional Instructions: ____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

This form is to clarify how a new calc base is to be setup, and to minimize the possibility of miscommunication between the ADP account manager and the client.  This form is not meant to be all-inclusive.  There are several features available on the payroll system with respect to calc bases, which are not addressed on this form.  If you have a situation which you feel is not addressed by any of the above questions, please call your Account Manager to discuss the situation.

Most importantly, this form is not designed to guarantee your code is set up exactly the way you want it.  It is ultimately the client’s responsibility to verify everything is set up correctly by checking the earning or deduction calc base screen, the individual earnings or deductions detail screens, running test checks on CheckPro to verify the code is calculating as expected, and printing the Calculation Base Report.

_______________________________________________                       _____________________

Signature






             Date
�Why is this here twice?





Revised: 06/13/2008

Page 1

