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                                                  Client Job Aid


Wyoming Worker’s Compensation for Combined Filers
The purpose of this document is to assist you in setting up Wyoming Worker’s Compensation so that it is included on the Quarterly UI/WC Summary Report.  Some clients may be required to report worker’s compensation on their unemployment return.  

Wyoming workers compensation information is past to TOPS and is reported on the quarterly file.  The tax is collected at the end of the quarter end.   

Steps:

	
	Activity Description

	1
	Obtain a worker’s compensation ID from the agency.  The worker’s compensation ID is different than the unemployment ID.

	2
	Wyoming uses the six digit NAICS codes.  Obtain the applicable codes from the agency.

	3
	Complete an Add Tax Jurisdiction Form and forward it to your account manager to set up Wyoming and Wyoming Worker’s Comp.
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	4
	Receive download.


	5
	Wyoming must be set up in the company tax master in order to set up Wyoming in the Worker’s Compensation screen.  To verify that Wyoming is set up:

· Open company.
· Go to FILE → COMPANY MASTER.
· Click OPTIONS.
· Select TAXES.
· Select Wyoming SUTA.
· Verify that the joint filer flag is set to Y.
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	6
	Set up Wyoming in the worker’s compensation screen.
· Open company.
· Go to FILE → COMPANY MASTER.
· Click OPTIONS.
· Select WORKERS’ COMPENSATION.
· Click STATE FLAGS.
· Click INSERT.
· Enter WY in the STATE field.
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· Click LOADDEFAULTS.
· Edit the INCLUDE/EXCLUDE information as needed.  For more information regarding worker’s compensation, see:
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· Click OK.


	7
	Set up the appropriate workers compensation codes for Wyoming.  The codes must be set up with the appropriate rate.  If there is no rate, the system will not pull the information into quarter file at the end of the quarter.
· Open company.
· Go to FILE → COMPANY MASTER.
· Click OPTIONS.
· Select WORKERS’ COMPENSATION.
· Click INSERT.
· Enter the six digit NAICS code in the PRO CODE and COMPCODE field.
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	· Enter WY in the STATE field.
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	· Enter the NAICS code description in the DESCRIPTION field.
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	· Enter EMPLOYER and/or EMPLOYEE rates.
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	· If the employer contribution needs to be mapped to the general ledger, a memo deduction needs to set up and added to the DEDUCTION field.
· If an employee rate was entered, an employee deduction needs to be set up and added to the DEDUCTION field so that the premium can be deducted from the employee’s check.
· To set up new deduction codes, complete a deduction request form and forward the completed form to your account manager.
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· Click OK to save


	8
	Update the employees with the appropriate workers compensation code in their employee master.
· Open company.
· Go to FILE → EMPLOYEE MASTER.
· Select employee.
· Click NEXT to get to the 2nd page.
· Update the W/COMP CODE field.
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Page 1

_1278396106.xls
ADD FORM

		AUTHORIZATION TO ADD TAX JURISDICTION

		Company Name										BCC				Compid				Effective Year				Effective Qtr				Combo Compid?				List all Combo Compid/BCC's for new code

																												Yes/No

						Exception filing for prior quarter YES / NO										Is ZERO filing needed for prior quarters?						Adjustment in payroll needed YES / NO

		* A valid identification number is required; jurisdictions can not be set up in "Applied For" status

		* See "Instructions" tab for more detailed information required for setting up a new jurisdiction

		* It is the responsibility of the client to advise ADP National Account Services of any locality subject to income tax that should be set up

		* If applicable, please forward Power Of Attorney associated with tax jurisdiction being added

																																																																												AK Alaska

		State Income Tax																										G / L MAPPING																																																AL Alabama

		State				ID Number						Deposit Freq.				Payment method				Misc EFT Code				Type of Service				DEBIT								CREDIT																																								AR Arkansas

																																																																												AS American Samoa (57)

																																																																												AZ Arizona

																																																																												CA California

																																																																												CO Colorado

																																																																												CT Connecticut

																																																																												DC Wash DC

		State Unemployment Tax																										G / L MAPPING																																																DE Delaware

		State				ID Number						Rate				Payment method				SDI or VDI				Type of Service				DEBIT								CREDIT																																								FL Florida

																																																																												GA Georgia

																																																																												Guam (53-53S0)

																																																																												HI Hawaii

																																																																												IA Iowa

																																																																												ID Idaho

		Local and Workers Comp Tax																										G / L MAPPING																																																IL Illinois

		State				Local Name & County						Whitney Code				ID Number				Deposit Freq.				Type of Service				DEBIT								CREDIT																																								IN Indiana

																																																																												KS Kansas

																																																																												KY Kentucky

																																																																												LA Louisiana

																																																																												MA Massachusetts

																																																																												Mariana Islands (56-56T3,56-56T4)

																																																																												MD Maryland

		Client Signature																										Date																																																ME Maine

		Forms submitted with incomplete information could result in incorrect set-ups which may cause tax penalties.																																																																										MI Michigan

																																																																												MN Minnesota

																AM to refer to FLASH item # 003685340 for instructions																																																												MO Missouri

																																																																												MS Mississippi

																																																																												MT Montana

																																																																												NC North Carolina

																																																																												ND North Dakota

																																																																												NE Nebraska

																																																																												NH New Hampshire

																																																																												NJ New Jersey

																																																																												NM New Mexico

																																																																												NV Nevada

																																																																												NY New York

																																																																												OH Ohio

																																																																												OK Oklahoma

																																																																												OR Oregon

																																																																												PA Pennsylvania

																																																																												PR Puerto Rico (52)

																																																																												RI Rhode Island

																																																																												SC South Carolina

																																																																												SD South Dakota

																																																																												TN Tennessee

																																																																												TX Texas

																																																																												UT Utah

																																																																												VA Virginia

																																																																												VI Virgin Islands (54)

																																																																												VT Vermont

																																																																												WA Washington

																																																																												WI Wisconsin

																																																																												WV West Virginia

																																																																												WY Wyoming



&L&8Item ID: 003685336
Revised: 06/11/08&R&8Payroll/HRMS Services&10

Deposit frequency indicated by agency ie Quarterly, Monthly, Semi Monthly, etc.

Payment method indicated by agency ie. Check, EFT

NY PIN code, or
CO EFT code, or
 IA SIT BEN code

Full Service (deposit and filing);
Deposit only (deposit but no filing);
Memo only (no deposit no filing)
Resident only (no tax will calc)

Payment method indicated by agency ie. Check, EFT

Full Service (deposit and filing);
Deposit only (deposit but no filing);
Memo only (no deposit no filing)

Full Service (deposit and filing);
Deposit only (deposit but no filing);
Memo only (no deposit no filing)

Indicate if State has SDI.
If CA or NJ indicate if you are a VDI filer

Deposit frequency indicated by agency ie Quarterly, Monthly, Semi Monthly, etc.

Enter your Company Name

Enter your Branch Company Code

Enter your Compid

Year jurisdiction is effective

Quarter jurisdiction is effective

Does this compid share a Federal or State ID with another compid?

List all Combo Compid's and BCC's for this new taxcode

Enter full local name and county for taxcode to be set up

Enter ProBusiness Payroll local tax code. Contact Account Manager for help.

Signature Required

ID Number from agency must be provided to set up code

ID number from agency must be provided to set up code

ID number from agency must be provided to set up code

SUI rate provided by agency

Indicate 2 digit state code to be added. Position cursor on field and drop down list of states will appear

Date Required

Indicate 2 digit state code to be added. Position cursor on field and drop down list of states will appear

Indicate 2 digit state code to be added. Position cursor on field and drop down list of states will appear

Indicate if you are to process adjustment in payroll system if effective date is for prior quarter

Indicate if you want exception filing done if effective date is for prior quarter



Instructions

		

		AUTHORIZATION TO ADD A TAX JURISDICTION INSTRUCTIONS

		FIELD CLARIFICATIONS:

		State		Two letter abbreviation for state that is being added

		ID Number		Account ID number assigned by agency

		Deposit Frequency		Deposit frequency indicated by agency ie Quarterly, Monthly, Semi Monthly, etc

		Payment Method		Payment method indicated by the agnecy ie EFT, payment coupon, etc.

		Misc EFT Code		If agency requires EFT, Prompt Tax PIN, or BEN numbers, please provide code from agency

		Type of Service		Indicate level of tax service required from ADP ie. Full = deposit and file, Dep = deposit only, Memo = no deposit nor filing, Res = resident only, no tax calced

		Rate		Please provide SUI rate given by agency. If left blank, default will be new business rate

		VDI Filing?		Please indicate VDI (ADP only files CA and NJ), SDI, or BOTH

		STATES THAT REQUIRE POWER OF ATTORNEY:

		Account Managers can access the POA's via the

		ADP intranet (T&FS website)

		State		SIT		SUI

		Arizona		For ADP clients, Agency will Accept ADP's new RAA instead of Agency POA Form 821		N/A

		Colorado		N/A		Form UITL-18

		Michigan		Form 3683		Form 151

		New York		POA-1		N/A

		Oklahoma		N/A		For OES-190T

		South Dakota		N/A		SD SUI POA

		Texas		N/A		Form C-42

		IMPORTANT NOTES:

		*Tax jurisdictions cannot be set up with an “Applied For” ID. The request to add the tax code will be rejected if the ID is not provided on the Add Tax Jurisdiction form

		*Proof of the ID number, unemployment rate, and deposit frequency should be attached

		*It is the responsibility of the client to advise ADP of any locality subject to income tax that should be set up.

		AL SIT taxes are deposited via EFT. Client is responsible for enrolling for EFT w/the agency. Complete EFT Form 001 for ACH Credit.

		AK requires reporting Occupational and Georgraphic codes for employees; EE's Empmast must be updated.

		AZ SIT will accept new ADP RAA with line 12. Client does not need to fill out agency POA form 821.

		CO requires the EFT registration Form DR 5785 for SIT deposits; provide EFT Access Code on Add Tax form

		FL requires all employee's with wages and taxes have valid SSN's to file a full return

		GA SIT requires EFT payments and requires all employee's with wages and taxes have valid SSN's to file a full return

		IA SIT requires the BEN (Business E-File Number) number; provide BEN number on Add Tax form

		IN SUI requires employers to designate ADP as their reporting agent on the agency website

		ME requires all employee's with wages and taxes have a valid name and SSN to file a full return

		MA requires employers to designate ADP as their PTP (Payroll Tax Provider) on the agency website to allow ADP to file amendments and tracers

		MA SUI employers can register on line https://web2.detma.org/revenue/ereg/employer/ereg_e01_welcome.aspx?bhcp=1

		MN SUI requires client to designate ADP (agent code ADP05) as ACCOUNT MAINTENANCE, WAGE SUBMIT AND TAX FILING via MN SUI website. MN SUI also requires all employee's with wages and taxes have valid SSN's to file a full return.

		NM has Workers Comp Fee (WCF) which may need to be collected and set up as well

		NY requires code for EFT and possibly a Prompt Tax code. Employee's with wages or taxes must have valid name and SSN to file a full return

		ND SIT deposits made via EFT. Employers must complete the ND SIT app Form 301 and the enrollment Form 301-EF and forward to agency

		OH requires all employee's with wages and taxes have a valid name and SSN to file a full return

		OR imposes a Workers Comp Benefit Fund which may need to be collected and set up as well

		PA local Pittsburgh: if Resident (PSGR) is set up, then PSGX (ER paid tax) and PSGS (EE paid school district) must also be set up.

		UT requires all employee's with wages and taxes have a valid name and SSN to file a full return

		WA ID number is the ES (Employment Security) Reference number (not the Unified Business Identifier number)

		WY requires Workers Compensation; the EE master must be coded to ensure the taxes are paid



RAA should have line 12-- state and local authorization

Form UITL-18

Form 151

Form 3683

For OES-190T

Form C-42

ADP intranet (T&FS website)

POA-1

For ADP clients, Agency will Accept ADP's new RAA instead of Agency POA Form 821

SD SUI POA
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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.





Revised: 07/31/2008

Page 1




_1278394711.doc
		[image: image1.jpg]m National Account Services

Outsourcing for HR, Benefits and Payroll






		ProBusiness® Payroll


Deduction Code Request Form









DEDUCTION 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 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


   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


              If so, please list all of the calculation bases (i.e. 401k) that this code should be added to:


                                            ___________________________________


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?  Yes ___   No ___


               If yes, indicate the third party code __________


.  


15.      Should this deduction code be reported in a special box on the W2?  Y / N


               If yes, please indicate which W2 box the amounts should be reported in _______


               If this deduction is to be reported in box 14 "OTHER", please indicate a 6 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 so, which reports?  Report # _________________ Report Name _________________________________





   Report # _________________ Report Name _________________________________





   Report # _________________ Report Name _________________________________


18.
Are you an ADP FSA client?  _______


19.
Is this deduction code FSA related?  ________


The purpose of this form is to clarify how a new deduction code is to be set up and to minimize the possibility of miscommunication between the Account Manger 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 Manger 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 by checking the company deduction detail screen, the general ledger mapping elements and by running a test check through CheckPro to verify the code is calculating the way you expect.


Additional Instructions: ________________________________________________________________________


___________________________________________________________________________________________


___________________________________________________________________________________________


_____________________________________________________        ___________________________________


Signature





             Date


DEDUCTION CODE REQUEST STEP-BY-STEP GUIDE


[image: image1.jpg]

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 it’s 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 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 deduction detail screen, the general ledger mapping and by running test checks on 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 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 W2 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 401k 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 on which payrolls the deduction is taken for employees. [Default is P, every calendar payroll.]


Question 10.  Should the system carry over, to the next payroll, any under-collected amounts?  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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