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                                                  Client Job Aid


Setting Up Worker’s Comp
The purpose of this document is to assist you in setting up worker’s compensation.  
A worker’s compensation report can be generated with your payroll.  The report will contain the following information:
· STATE – The state the employee is performing work 

· COMP CODE – Worker’s comp code

· NAME – Employee name

· SS NUM – Employee’s masked social security number

· REGULAR PAY – all earnings except overtime codes

· OT – Overtime codes

· GROSS PAY – Total of regular pay and overtime
· OT EXCESS – The premium portion of overtime.  Example, employee makes $10 per hour.  One hour of overtime would be $10 * 1.5 = $15.  $5 is the premium portion.
· EXCLUDED PAY – Earnings excluded from worker’s comp gross
· EXCLUDED DEDUCTIONS – Deductions that reduce worker’s comp gross
· WORK COMP GROSS = Gross pay – OT excess – excluded pay – excluded deductions

· RATE – Worker’s comp rate

· PREMIUM = Work comp gross * rate

· EXP MODIF – Experience modification factor that can an increase or decrease a company’s worker’s comp rate, depending on the claims experience of the company
· ADJUSTED PREMIUM – If your company uses an experience modification factor, the adjusted premium would be the premium * the experience modification factor
Steps:

	
	Activity Description

	1
	Set up the worker’s comp state in the worker’s comp screen.  The state must be set up in the company’s tax master in order for the state to be set up in the worker’s comp state screen.  
· Open company

· Go to FILE → COMPANY MASTER.
· Click OPTIONS.
· Select WORKERS’ COMPENSATION.
· Click STATE FLAGS.
· Click INSERT.
· STATE – Work state to be set up.
· TYPE – 

· $ = worker’s comp is calculated based on dollars

· H = worker’s comp is calculated based on hours worked

· DEFLATE OT – 
· Y – reduces worker’s comp gross by overtime premium

· N – does not reduce worker’s comp gross by overtime premium

· EXPERIENCE MOD - Experience modification factor that can an increase or decrease a company’s worker’s comp rate depending on the claims experience of the company.
· MINIMUM GROSS – The minimum gross an employee must earn before the system will calculate the worker’s comp premium.  To apply the minimum, the employee must be set up with an M in the WC STAT field of the employee master.  See step 3 for more information.
· MAXIMUM GROSS – The maximum gross the system will calculate the worker’s comp premium.  To apply the maximum, the employee must be set up with an M in the WC STATE field of the employee master.  See step 3 for more information.


	
	· INCLUDE/EXCLUDE – Lists the codes that will be included in the specific columns of the worker’s comp report.  Refer to Page 1 of this document for more information regarding the different columns of the report. 

·  If you click the LOADDEFAULTS button, the system will load the codes based on the set up in the individual earnings and deduction.  After loading the defaults, you can manually make adjustments.
· The column to the left of the codes indicates if you are including or excluding codes from the list.
· E – all codes that are not listed will be included in this column

· I – all codes that are listed will be included in this column

· N – when the specific row is not being used
· Click OK to save
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	2
	Set up the worker’s comp codes.
· Open company.
· Go to FILE → COMPANY MASTER.
· Click OPTIONS.
· Select WORKERS’ COMPENSATION

· If you are setting up worker’s comp for the first time, after you set up the states, you will need to escape out and go back into the WORKER’S COMPENSATION screen.  You should then see the following screen.
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· Click INSERT

· Enter the following information:
· PRO CODE – Worker’s comp code (same as COMPCODE).
· STATE – Work state.
· COMPCODE – Worker’s comp code (same as PRO CODE).
· DESCRIPTION – Description of the worker’s comp code.
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	· RATE – Enter the employer and/or employee premium rate.
· DEDUCTION – 

· EMPLOYER – If the employer premium needs to post to your general ledger, complete a deduction request form to set up a memo deduction code.  Once your account manager sets up the code, enter it here.
· EMPLOYEE – If the employee is paying for a portion of the premium, complete a deduction request form to set up an employee deduction code.  Once your Account Manager set up the code, enter it here.
· Click OK to save,

	3
	Update employees with the appropriate worker’s comp code.
· Open company.
· Go to FILE → EMPLOYEE MASTER.
· Select employee.
· Click NEXT to get to the second page.
· Update the following fields:
· W/COMP CODE – Enter the appropriate worker’s comp code.
· WC STAT

· N – Employee is not exempt from worker’s comp,
· E – Employee is exempt from worker’s comp,
· M – Employee is subject to the minimum/maximum gross,
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· Click OK to save

	4
	If you are interested in receiving a worker’s comp report, contact your account manager for more information.
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