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                                                  Client Job Aid


Setting Up Third-Party Checks
The purpose of this document is to provide the steps for setting up third-party checks.  
A third-party check can be created for deductions and/or taxes from an employee’s check to garnishing agencies, vendors, and other outside parties.  Examples could be 401(k) contributions to the administrator, garnishments to an agency or dues to the union.

The system will create separate third-party checks for each paygroup.  The system is unable to create one consolidated check for all paygroups.

Steps:

	
	Activity Description

	1
	Contact your account manager to set up the menu option and billing records.

	2
	Complete an earnings request form for each third-party earnings code needed.  A third-party earnings code is needed to create the check and controls the mapping of the third-party payment to the general ledger.  Some clients may require multiple third-party earnings codes because they need to be mapped to different general ledger accounts.  Forward the completed earnings request form to your account manager
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	3
	If you will be setting up third-party payees for child support that needs to be sent EFT, the MED COVERAGE AVAIL field in the set up screen needs to be updated.  Contact your account manager if you need the field updated.  To view this field, go to:

· Open Company

· Go to FILE → COMPANY MASTER

· Click OPTIONS

· Select SETUP

· Click NEXT to get to the 2nd page
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· Y = if the company provides medical coverage to its employees

· N = if the company does not provides medical coverage


	4
	Set up the third-party payee.  Go to:

· Open Company

· Go to FILE → THIRD PARTY PAYEES

· Click INSERT

· Complete the following fields

· SHORT NAME for payee

· PAYEE TYPE = D for deductions or T for taxes

· PAYEE NAME

· ADDRESS1

· ADDRESS2 (if applicable)

· CITY

· STATE
· ZIP

· STUB DESC (if applicable)

· CHECK DIST = distribution code where the check should be delivered to

· GL GROUP (if applicable)

· DIVISION (if applicable)

· DEPARTMENT (if applicable)

· JOB (if applicable)

· PROJECT (if applicable)

· FREQUENCY = the frequency that the check should be issued.  The frequency does not have to match the frequency of the employee’s deduction.  For example, a deduction could be deducted from the employee every payroll but the third-party check could be issue only once a month

· STUB DETAIL = 

· Y = Employee detail will print on the check stub

· N = No employee detail will print

· STUB FORMAT = 

· A = EE Name, Account Number from garnishment screen and Amount

· C = EE Name, Case Number from garnishment screen and Amount

· S = EE Name, Social Security Number and Amount

· E = EE Name, Account Number, Case Number from garnishment screen and Amount

· DIRECT DEPOSIT = Must be a Y if the monies need to be sent EFT

· SEPARATE CHECK = 

· Y = Each employee will be on a separate third-party check

· N = All employees will be consolidated onto one third-party check
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	Set up direct deposit if applicable.  

· After setting up the payee, highlight the payee and click on OPTIONS

· Select ACH-DIRECT DEPOSIT – In order to select this option, the DIRECT DEPOSIT field in the 3rd party payee screen must be Y

· Click INSERT

· Complete the following fields:

· ACCOUNT TYPE = 

· C = Checking

· S = Savings

· AMOUNT = typically it is 100%

· PRENOTE = should be left at 0 if a pre-note is required

· TRANSIT #

· ACCOUNT #

· ADDENDA RECORD = 

· Y = If the third-party payee is for a child support order and the monies are required to be sent EFT

· N = Not for a child support order

· ORDER STATE = The state collecting the child support payment

	6
	Set up the employee with the appropriate deduction code.  

If this is a child support and requires the monies to be sent EFT, the garnishment detail screen must have the following populated:

· CASE NO

· FIPS CD = Identifies the local enforcement agency receiving the child support payment (not applicable for all states).  The FIPS CD should be listed on the garnishment order if applicable.
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	7
	Typically, employees with garnishments may use the same deduction code, but the third-party payee is different for each employee.  In this case, you would link the third-party payee on the employee level.  See Step 8 for how to link on the employee level.
If you have a deduction code needing to go to the same third-party payee for all employees, you can link the third-party payee on a company level instead.  An example may be 401(k) or union dues.  To see if a payee is linked on a company level, go to:

· Open Company

· Go to FILE → COMPANY

· Click OPTIONS

· Select DEDUCTIONS

· Select the appropriate deduction

· Click NEXT to get to the second page
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Contact your account manager if you need to link the payee on a company level.
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	To link the third-party payee to a specific employee’s deduction, update the following fields in the employee’s deduction screen:

· GENERATE CHECK = Y

· SEPARATE =

· BLANK = Defaults to the flag on the third-party payee screen

· Y = Each employee will be on a separate third-party check

· N = All employees will be consolidated onto one third-party check

· PAYEE CODE = Enter the third-party payee code.  If you press F8 on the field, it will give you a list of all the third-party payees
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Process Manual Flag – This field controls how both employee CheckPro/manual checks and third-party manual checks affect the next system generated third-party check.  A void is also considered a manual check.  The flag is located on the second page of the deduction code in the company master.  To view the flag, go to:
· Open Company

· Go to FILE → COMPANY MASTER

· Click on OPTIONS

· Select DEDUCTIONS

· Select the appropriate deduction

· Click on NEXT to get to the second page
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If you need the flag updated, contact your account manager.

	Flag
	Check Type
	Effect on Next Third-Party Check
	What is Processed on the Payroll
	What Will Be Reflected on the Third-Party Check 

	N or blank
	CheckPro or Manual Check
	Deductions from the check pro/manual will NOT be reflected on the next third party check
	Client issues an employee a check pro check with deduction DUE for $10.  The employee also receives a regular check with deduction DUE for $25
	$25

The $10 from the check pro will not be reflected on the third party check

	Y
	CheckPro or Manual Check
	Deductions from the CheckPro/manual will be reflected on the next third-party check
	Client issues an employee a CheckPro check with deduction DUE for $10.  The employee also receives a regular check with deduction DUE for $25
	$35

$10 from the CheckPro + $25 from the regular check

	N or blank
	Void for an employee
	Deduction from void will NOT be reflected on the next third-party check
	Client voids a check with deduction DUE for $10.  The employee also receives a regular check with deduction DUE for $25
	$25

The -$10 from the void will not be reflected on the third-party check

	Y
	Void for an employee
	Deduction from void will be reflected on the next third-party check
	Client voids a check with deduction DUE for $10.  The employee also receives a regular check with deduction DUE for $25
	$15

-$10 from the void + $25 from the regular check

	N or blank
	Manual Third-Party Check
	Transactions from the manual third-party check will NOT be reflected on the next third-party check
	Client issues a manual third-party check for $10.  An employee receives a regular check with deduction DUE for $25
	$25

The transactions from the $10 manual third-party check will not be reflected on the system generated third-party check

	Y
	Manual Third- Party Check
	Transactions from the manual third-party check will be reflected on the next third-party check.  The manual third-party check will post as negative transactions and reduce the next system generate third-party check
	Client issues a manual third-party check for $10.  An employee receives a regular check with deduction DUE for $25
	$15

-$10 from the manual third-party check + $25 from the regular check.  




	Flag
	Check Type
	Effect on Next Third Party Check
	What is processed on the payroll
	What will be reflected on the 3rd Party Check 

	N or blank
	Void a Third- Party Check
	Transactions from the voided third-party check will NOT be reflected on the next third-party check.
	Client voids a third-party check for $10.  An employee receives a regular check with deduction DUE for $25
	$25

The transactions from the voided third-party check will not be reflected on the system generated third-party check

	Y
	Void a Third- Party Check
	Transactions from the voided third-party check will be reflected on the next third-party check.  The voided third-party check will post as a positive transaction and be added to the next system generate third-party check
	Client voids a third-party check for $10.  An employee receives a regular check with deduction DUE for $25
	$35

$10 from the voided third-party check + $25 from the regular check 



	N or blank
	Void a Third-Party Check and reissue a manual Third-Party Check for a different amount
	Transactions from the voided third-party check and manual third-party check will NOT be reflected on the next-third party check.
	Client voids a third-party check for $100 and issues a manual third-party check for $75.  An employee receives a regular check with deduction DUE for $25
	$25

The transactions from the voided third-party check and manual third-party check will not be reflected on the system generated third-party check

	Y
	Void a Third-Party Check and reissue a manual Third-Party Check for a different amount
	Transactions from the voided third-party check and manual third-party check will be reflected on the next third-party check.  The void will post as a positive transaction and the manual will post as a negative transaction.
	Client voids a third-party check for $100 and issues a manual third-party check for $75.  An employee receives a regular check with deduction DUE for $25
	$50

-$75 from the manual third-party check + $100 from the voided third-party check + $25 from the regular check
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EARNINGS CODE REQUEST

Please complete this form to the best of your ability so that your Account Manager has all of the necessary information to set up the new earnings code 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 earnings code?  Yes   No


CompIds: ________________, __________________, ___________________, ____________________


1.  Three character alphanumeric code?  __ __ __


2.  Eight characters or less alphanumeric name?  __ __ __ __ __ __ __ __


3.  Thirty characters or less alphanumeric description?  
__ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __


The purpose of this code is: ____________________________________________________________________________________________________________________________________________________________________________


4.  Is this earning code for memo (accrual only) purposes?  Y / N


5.  What types of earnings will be input into this code?


           A.   Dollar Amounts

D.   Third Party Payee

G.   Shift


           B.   Number of Hours

E.    Percentage of Dollars


           C.   Amounts to be Grossed up
F.    Third Party Sick


If this code requires a calculation based on specific codes, request a Calculation Base set-up form from your Account Manager and indicate 3-digit code ________, or specify a current Calculation Base code ________. 


6.  Which rate type is used for this earning (check one)?


            __  Normal              __ Premium Only           __ Shift Premium           __ Overtime Premium


7. a. What type of limit? (circle one)  (Default is Y, YTD)


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 of amounts that can be input into this earning code? Y /N


If yes, what is the limit?  _____________


8. How should this earning code be treated for tax and withholding purposes?  Using the following codes, please indicate how this earning code is to be treated next to each tax type.  


A -  Adds to taxable wages  


N -  Does not add to taxable wages  


E -  Exempt from withholding but adds to taxable wages  


S -  Taxes at the supplemental rate.



Circle the appropriate treatment of wages/taxes:


  
FIT :  N  A  E  S              SIT:  N  A  E  S                LOCAL: N  A  E            FUTA:  N  A



FICA:  N  A                     SUTA:  N  A 
           SDI:  N  A


9.  Should this code be set up with an offsetting deduction?  Y / N    If yes, what code ______________


     If it is a new deduction code, please complete a corresponding deduction code request form.


10.  Does this earnings code have a specific frequency? ____________________


11.  Would you like the following items to print on the checks?


       
A.  The rate for hourly type earnings codes? 
Y / N



B.  The hours for dollar type earnings codes?      Y / N


      
C.  Year to date amounts even if there is no current amount?      Y / N


12.  Should this earning type 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 in.  ______


       If this earning type is reported in the "other" box 14 please indicate a 6 character or 


       less description that will appear next to the applicable amounts in box 14.  __ __ __ __ __ __


13.  Is this earning type exempt from worker's compensation reporting?        Y / N


       If no, is this an overtime earning code which requires that the overtime portion be 


       extracted for worker's compensation reporting?       Y / N


       *Please Note: It is the client’s responsibility to update and maintain the worker’s comp screen in the


       Company Master.


14.
Should the use of this earning code cause a decrease in a vacation, sick or holiday balance?


       Is yes, please provide the PTO plan(s)_______________________________________________


15.
If you have a general ledger please indicate below how you want this account mapped to the general ledger, or indicate the earning code whose mapping should be copied: ____________


GL Group:_____ Type:_____Debit map____________________Credit map________________________


GL Group:_____ Type:_____Debit map____________________Credit map________________________


GL Group:_____ Type:_____Debit map____________________Credit map________________________


16.  Should this earning code be included in any calculation bases currently set up in the system?  Y/N


       
If so, which  ​________________________________________________


To review how each calculation base is determined please print the Calculation Base Report out of ProBusiness Payroll:   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


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


       If so, which reports? Report# __________________ Report Name_____________________________





            Report# __________________ Report Name_____________________________





            Report# __________________ Report Name_____________________________


18. Do you have employees working in Oregon?  Y / N


If so, is this code used to pay your employees for hours worked?  Y / N


The purpose of this form is to clarify how a new earning code is to be set up and to minimize the possibility of miscommunication between the Account Manager and the client.  This form is not meant to be all inclusive.  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 that 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 set up by checking the company earnings detail screen, the general ledger mapping screen and by running test checks in CheckPro to verify the code is calculating the way you expect.


Additional Instructions: __________________________________________________________________


______________________________________________________________________________________


______________________________________________________________________________________


____________________________________________

____________________________


Signature 




                            Date


EARNINGS CODE REQUEST STEP-BY-STEP GUIDE
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The purpose of this form is to provide a step-by-step guide of how to setup an earnings 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 use for anything other than its specified purpose.  If you have a special situation not addressed here, please call your Account Manager to discuss the situation.


Most importantly, this form is not designed to guarantee that 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 earnings detail screen, the general ledger mapping and by running test checks in CheckPro to verify the code is calculating the way you expect.


Question 1. The three character alphanumeric code will be the principle reference that will be seen on the earnings 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 W2 summary.  Any combination of numbers and/or letters can be used.


Question 4.  If an earnings code is an accrual/memo code, it will track non-compensation information.  For example, it can be used for tracking hours and will keep a running total of how many were entered.


Question 5.   What types of earnings will be entered?


$- Dollar amounts


H- Number of hours- Use this in conjunction with Rate Type N to have the system multiply the amount you enter into the earnings field of the worksheet by the employee’s pay rate.


R- Hourly rates


%- Percentage of dollars- Use this in conjunction with Rate Type N to calculate earnings as a percentage of either Gross of the total dollar sum of earnings in the Include/Exclude field of the calc base.


S- Shift work- Use this in conjunction with Rate Type N to automatically calculate shift work paid as an amount per hour worked.


G-Gross-up code- Use this in conjunction with Rate Type N to gross-up a check.


T-Third Party sick pay


3-Third Party Payee- Use this in order to ignore tax flags and exclude third party pay from taxable earnings calculations.


If this code requires a calculation (for example a percentage of) specific codes, indicate the code for the calculation base. If a new calculation base will need to be set up, request a form from your Account Manager.


Question 6.  Which type of rate will be used for this earnings code? Normal, Premium only, Shift premium, or Overtime premium.  Use Normal for regular pay, sick pay, vacation pay, and holiday pay or overtime pay.  Use Premium only in conjunction with Amount Type H (see Question 5) to calculate piece rates.  Use Shift premium for shift work.


Question 7.  If there is a company wide limit, enter it here.  Please note that an employee limit will override the company-wide limit IF it is less than the company wide limit.



Y- Year-to-Date (will start over the next year)



A- Absolute (will cross years until hit limit)



P- Pay Period



M- Month-to-Date



Q- Quarter-to-Date



C- Current


Question 8.  How should the earning code be treated for tax and withholding purposes?  


A- adds to taxable wages, withholds  


N- Does not add to taxable wages, will not withhold  


E- Exempt from withholding but adds to taxable wages  


S- Taxes at supplemental rate, withholds.


Please note: These tax codes do not drive taxation, you must insert a Calc Group in order for the taxation to work properly; the taxation flags should mirror the Calc Group in taxation. 


Question 9.  Will this code be set up with an offsetting deduction?  If it is setup with an offsetting deduction, anytime this code is used on the worksheet, the deduction will calc automatically, i.e. GTL.  Please note that an offsetting deduction will not show on the worksheet until it is transmitted and calc’d.


Question 10.  Does this earning code have a specific frequency?  If so, it will be generated to whatever worksheet has the corresponding frequency.


Question 11.  How would you like the item to print on the check?  The rate for an hourly type code, the hours for a dollar type code or the YTD amounts, regardless of current amounts.


Question 12.  Should this earning be reported in a special box on the W-2?  Once setup, this will map these earnings to that specific box on the company and employee level.


Question 13.  Is this earnings exempt from Workers Comp?  Yes, the earning is exempt from worker’s comp and should be excluded.  Or, No, the earning is not exempt and should be included in the client’s workers comp report.  To exclude accrual-only earnings, you must enter N into this field.  Note: If you are not sure if the earning is exempt, consult your workers comp insurance carrier. Also note that it is the client’s responsibility to update and maintain the worker’s comp screen in the company master.


Question 14.  Will this earning code, affect any PTO balances?  For example, if someone were to be paid with the holiday pay code, would you want it to automatically reduce the balance of the holiday pto plan?


Question 15.  If you have a general ledger, how do you want to map this code or do you want this code not distributed?


Question 16.  Do you want this earnings code included in any existing calc bases? For example, should this earning be included in the 401K calculation base for eligible wages?


Question 17.  Will this code affect any custom reports?


Question 18.  If you have employees working in Oregon and this code is used to pay for hours worked, the Oregon worker’s comp calc base needs to be updated to include this code.
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