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                                                  Client Job Aid


ProBusiness® Payroll Deduction Code Request Form

The purpose of this form is to provide a step-by-step guide of how to setup a deduction code and minimize the possibility of miscommunication between the account manager and the client.  
This form is not meant to be all-inclusive, nor should this guide be used for anything other than its specified purpose.  If you have any 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 that everything is set up as it should be.  After your account manager has set up the code, you should verify the setup by checking the company deduction detail screen, the general ledger mapping and by running test checks on CheckPro to verify the code is calculating as expected.

Steps:

This form will provide your account manager with the necessary information to set up the new deduction codes to your exact specifications.  If any of the following items are not applicable please indicate this by writing N/A next to the question.  If you do not understand a question, refer to the attached guide.

Is this a revision of an existing deduction code?  Yes    No

CompIDs:  ___________________ ,   ___________________,  ____________________, ____________________

1.       Three character alpha/numeric code?   __  __  __
2.       Eight characters or less alpha/numeric name?   __ __ __ __ __ __ __ __
3.       Thirty characters or less alpha/numeric description?   

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

The purpose of this code is:____________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.        Is this deduction code for a memo (accrual only) purpose?  Y/N
5.        Is this a pre-tax deduction or a regular net deduction?  Pre-Tax ___   Net ___

If this is a pre-tax deduction, which taxes will it effect?  Using the following codes, please indicate how this deduction is to be taxed:  

     A – Affects, reduces taxable wages 

     N – No effect on taxable   wages

           

(Circle A or N for each tax )



FIT -        A     N
                
SIT –     A    N


FICA -     A     N


SUTA -  A    N


FUTA –   A     N


SDI -      A    N



LOCAL – A     N

6.         Is this deduction code (check one)?

__  Employee Paid          __  Employer Paid      __ Accrual

7.         Is this deduction a garnishment (child support, levy, etc.)?  Yes __   No ___

8.        What type of deductions will be input into this code? 

            A. Dollar amounts     B.  Hourly rates     C.  Percentage of dollars     D.  Auto Table 

            If “C”, which calculation base should be used to calculate the deduction? __ __ __

If this code requires a new calculation base, please complete a New CalcBase form, from your account manager, and indicate the 3 digit code for the new CalcBase ____________.

9.        Does this deduction have a specific frequency?  Y / N

            If yes, please indicate the deduction frequency  ___

10. Should the system carry over, to the next payroll, any under-collected amounts?  Y  ,  N  or  Create Check

11. a. What type of limit? (circle one)  

Y- Year to Date


A- Absolute


P- Pay period 


M- Month to date

Q- Quarter to date


C- Current  



b. Is there a company wide limit amount that can be input into this deduction code?  Y / N

              

If yes, what is the limit?  __________________

12.      Should this deduction code be included in any calculation bases currently set up in the system?  
Y / N
If yes, please list all of the calculation bases (i.e. 401k) that this code should be added to:

              _______________________________________________________________________
To review how each calculation base is determined, please print the Calculation Base Report out of the payroll system:

              Main Menu SYMBOL 174 \f "Symbol" Company Menu SYMBOL 174 \f "Symbol" Reports SYMBOL 174 \f "Symbol" Company Master SYMBOL 174 \f "Symbol"  Calculation Base

13.      Would you like this deduction to print on the checks?  Y / N

14.      Does this code have one global third party check to generate?  Y / N
           If yes, indicate the third party code __________

.  

15.      Should this deduction code be reported in a special box on the W-2?  Y / N

If yes, please indicate which W-2 box the amounts should be reported  _______

If this deduction is to be reported in Box 14 "OTHER", please indicate a six character or less description that will appear next to the applicable amount in Box 14  _______

16.      If you have a general ledger. please indicate below how you want this deduction mapped to the general ledger, or indicate the deduction code whose mapping should be copied _________:

GLGroup:_____ Type: ____  
Debit map:  _____________________ Credit map: ___________________________

GLGroup:_____ Type: ____  
Debit map:  _____________________ Credit map: ___________________________

GLGroup:_____ Type: ____  
Debit map:  _____________________ Credit map: ___________________________

GLGroup:_____ Type: ____  
Debit map:  _____________________ Credit map: ___________________________

17.       Will the new deduction code affect any of your custom reports?  Y / N

            If yes, which reports?  
Report # _________________   Report Name _________________________________

Report # _________________   Report Name _________________________________

Report # _________________   Report Name _________________________________

18.
Are you an ADP FSA client?  Y / N
19.
Is this deduction code FSA related?  Y / N
Additional instructions: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________                    ________________________________

Signature





             Date

DEDUCTION CODE REQUEST STEP-BY-STEP GUIDE


Question 1. The three character alphanumeric code will be the principle reference that will be seen on the deductions master screen, worksheets, standard reports, etc.  You can choose any combination of numbers and/or letters.

Question 2.  The eight characters or less, alphanumeric name can be any combination of numbers and/or letters and may be seen on checks or custom reports.

Question 3.  The thirty characters or less, alphanumeric description will be seen on payroll checks and on the W-2 summary.  Any combination of numbers and/or letters can be used.

Question 4.  If a deduction code is an accrual/memo code, it will track non-dollar information.  For example, information that does not relate directly to costs for the company.  Accrual memo deductions do not print on labor distribution or job cost reports.

Question 5.   Is this a pre-tax or regular deduction?   Pre-tax will reduce taxable wages.  Examples of pre-tax deductions would be 401(k) and Cafeteria plans.  Net deductions will have no effect on taxes.  Examples of net deductions would be union dues, stock purchase plans and garnishments.

Question 6.  Is this deduction code employee paid, employer paid or an accrual code?

Question 7.  Is this deduction a garnishment?

Question 8.  What type of deductions will be input into this code?  

A. Dollar- a flat dollar amount deduction.  

B. Hourly- a deduction based on a rate per hour.  

C. Percentage of dollars- a deduction as a percentage of earnings.  

D.   Auto Table-  the deduction is derived from a rate or table set up on the company level, whereby all employees can receive the same rate or amount (depending on the table).

Question 9.  Does this deduction code have a specific frequency?  This frequency determines which payrolls the deduction is taken from the employees. [Default is P, every calendar payroll.]

Question 10.  Should the system carry over any under-collected amounts to the next payroll?  If yes, each time the worksheet is generated, the system will load any unused deductions from prior periods (designated with a type code of U) as well as scheduled ones.  It will attempt to deduct these uncollected deductions from previous payrolls in the payroll run.  If no, the system will ignore any unused deductions from previous payroll runs.  If C, create check, the system creates a check for the unused amounts.  Please note:  If Y- the system created uncollected only if there are earnings on the worksheet.  If C, the system will create uncollected with or without earnings on the worksheet.

Question 11
a. If there is a limit, what type of limit is it? 

A- Absolute: the system will deduct until the limit amount is reached, regardless of the year.

Y-  Year to date: the system will take the deduction until the end of the calendar year, when the amount taken will be set to zero and the deduction amount will begin again toward the goal amount.  
P-   Pay period: The deduction amount will be restricted for each payroll period.  Use this option when you do not want the deduction to exceed a certain amount each pay period.

M-  Month to date: The deduction will renew, if it has met the limit, at month end.

Q-  Quarter to date: The deduction will reset itself at quarter-end.  

C -  Current:  The deduction will be taken in the current check only.  

Please note:  ProBusiness Payroll has the current 401k limits built in, thus there is no      need for a limit amount.


b. Is there a company wide limit amount for this deduction code?  Please note: the system will compare the limit amount to any employee limit amount.  Whichever is less, will apply.

Question 12.  Should this deduction code be included in any calculation bases currently set up in the system?  The calculation base determines which deduction codes are included and or excluded from the calculation of the deduction amount.

Question 13.  Would you like this deduction code to print on the checks?

Question 14.  Does this code have one global third party check to generate?  If yes, the system will accumulate the deduction information, for all employees who receive the deduction, to calculate the third party check amount.

Question 15.  Should this deduction code be reported in a special box on the W2?  Once setup, this will map these deductions to that specific box on the company and employee level.

Question 16.  If you have a general ledger, how do you want to map this code or do you want this code not distributed?

Question 17.  Will this code affect any custom reports?

Question 18.  Are you an ADP FSA client?

Question 19.  Is this deduction code FSA related?  If you answer yes to both question 18 & 19, your export file may need to be updated for the addition/revision of this deduction code.
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