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                                                  Client Job Aid


Processing FUTA and SUTA for Third-Party Sick Pay
The purpose of this document is to outline the steps in processing FUTA and/or SUTA for third-party sick pay when the vendor is creating the W-2.  You need to discuss with the third-party vendor, which employer taxes the client will be responsible for paying (FUTA, SUTA) and have the appropriate earning(s) code set up.

FICA/FMED taxes are discussed in Processing Third-Party Sick - W-2 Issued by Vendor.  If the W-2 is issued by ProBusiness, see Processing Third-Party Sick - W-2 Issued by ADP.
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Steps:

	
	Activity Description

	1
	Find out from the third-party vendor which taxes need to be paid by employer.

	2
	If an earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.  Forward the completed forms to your account manager.
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	3
	Set up a third-party sick pay earnings code with an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.


	4
	The third-party vendor should provide you with a statement which details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third-party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in check pro check.

· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 

· Select the employee, not the Third-Party Sick Pay Recap employee

· Go to Earning Code field and type in 3 digit third-party sick earning code.   (Or press F8 to view all codes and make selection.).  Make sure that you select the earnings code that is only taxable for FUTA and/or SUTA.

· Type in Amount of sick pay earnings 

· Click “OK” once completed

· Enter net amount of check when prompted to do so and click “OK”

· Click “OK” to save check

Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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	5
	Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your account manager.

	6
	Once the manual check has been processed with a payroll, you will see the following:

· Employer taxes that will be deposited by ADP

· No employee taxes

· Offsetting deduction that creates a zero net check
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                                                  Client Job Aid




Processing Third-Party Sick Pay – Vendor Issues W-2

The purpose of this document is to outline the steps in processing third-party sick when the W-2 is issued by the third-party vendor. 

A Third-Party Sick Recap employee is set up so the FICA/FMED employer taxes are recorded and deposited.  You need to discuss with the third-party vendor which employer taxes you will be responsible for paying (FICA, FMED, FUTA, SUTA) and have the appropriate earning(s) code set up.


If FUTA and/or SUTA need to be paid, see Processing FUTA and/or SUTA for Third-Party Sick Pay
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If the W-2 is issued by ADP, see Third-Party Sick Pay - W-2 Issued by ADP.
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Steps:


		

		Activity Description



		1

		Find out from the third-party vendor which taxes you are responsible for paying.



		2

		If an appropriate earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction and forward to your account manager.
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		3

		Set up a third-party sick pay earnings code with an offsetting deduction. 





		4

		Create the Third-Party Sick Recap employee.


· Go to File ( Employee Master


· Insert “Third-Party Sick Pay Recap” employee


1. Employee Type field should be ‘E’


2. First field should be “Third-Party”


3. Last field should be “Sick Pay Recap”


4. Address should be employer’s address


5. ID Type should be “A” for “Applied For”


6. Exempt From line, mark FIT, SIT, FUTA, SUI, and SDI boxes ‘X’ for exempt.  FICA and FMED should be an N

7. Save the record


8. If multiple employees are involved, you can create a manual check combining wages up to the FICA wage limit.  If the total is beyond the FICA wage limit, a 2nd or 3rd recap employee needs to be set up. If multiple records are required, then enter “1” in the Initials field.  Then, for additional records, increment the Initials field by 1 (i.e., 2, 3, 4). 
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		5

		Populate the TPSP Recap field with a Y.  This will be used to strip the recap employee from the SSA tape, thus eliminating tracers for these employees. This will need to be done for each recap employee. 


· File -> Employee Master -> select Third-Party Sick Pay Recap employee -> HR/Payroll Master screen


· Go to Page 3


· Populate a ‘Y’ in the TPSP Recap field
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		6

		The third-party vendor should provide you with a statement that details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in CheckPro check.


· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 


· Select the Third-Party Sick Recap employee


· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make selection.)


· Type in Amount of sick pay earnings 


· Click Tax Assist and populate or edit the taxes to reflect what was withheld from the employee according to third-party vendor statement.  If using a taxable earning, you must enter all the employee taxes that were withheld by the third-party vendor.


· Click “OK” once completed


· Enter net amount of check when prompted to do so and click “OK”


· Click “OK” to save check


Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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		7

		Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your account manager.



		8

		Once the manual check has been processed with a payroll, you will see the following:


· Employer taxes that will be deposited by ADP


· T type employee taxes are created to offset the employee taxes that were deposited by the Third-Party vendor so that they are not deposited again by ADP.  


· Offsetting deduction that creates a zero net check


[image: image8.png]A =
oheck # [URECA®]  oate [8G02005 emp o [32]  ss+  [PCEDFC  omsu [GEEE
Pay 7o [SICK PAY RECAP, THIRD-PA Horme o [N Home opt [ R BT

Gross. Deductions

570 3RDSTDt 2500000 25000.00 2500000 2500000

USFICA 1550.00 1550.00 2500000 2500000
USFMED 36250 36250 2500000 2500000
UsFicAT -1850.00 -1850.00 00 000
USFMEDT -36250 -36250 00 000

| wo | rasston || er wes ([0







[image: image9.png]USFICA 1550.00 1550.00 2500000 2500000
USFMED 36250 36250 2500000 2500000











		

		





Revised: 06/13/2008

Page 1



_1277189959.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
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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.



Item ID: 003684705
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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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Client Job Aid






How to Process Third Party Sick Pay – W2 Issued by ADP



The purpose of this document is to outline the steps in processing Third Party Sick Pay when the W-2 is issued by ADP. 


Prior to recording the Third Party Sick Pay entries, you need to discuss with the Third-Party Vendor which employer taxes you will be responsible for paying (FICA, FMED, FUTA, SUTA) and have the appropriate earning(s) code set up.



If the W-2 is issued by the Third-Party vendor, see Processing Third-Party Sick - W-2 Issued by Vendor 
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Steps:



			


			Activity Description





			1


			Find out from the Third-Party vendor which taxes you are responsible for.





			2


			If an appropriate earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction and forward to your Account Manager.
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			3


			Set up a third party sick pay earnings code with an offsetting deduction.  












			4


			The Third-Party vendor should provide you with a statement which details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in a check pro check.



· Go to Paydata ( Manual/Void Checks ( Create ( Manual Checks 



· Select employee



· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make a selection.)



· Type in Amount of sick pay earnings 



· Click Tax Assist and populate or edit the taxes to reflect what was withheld from the employee according to Third-Party vendor statement.  If using a taxable earning, you must enter all the employee taxes that were withheld by the third party vendor.



· Click “OK” once completed



· Enter net amount of check when prompted to do so and click “OK”



· Click “OK” to save the check



Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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			5


			Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your Account Manager.





			6


			Once the manual check has been processed with a payroll, you will see the following:



· Employer taxes that will be deposited by ADP



· T type employee taxes are created to offset the employee taxes that were deposited by the Third-Party vendor so that they are not deposited again by ADP.  The regular employee taxes will update the employee’s history and is reflected on the W-2.



· Offsetting deduction that creates a zero net 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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                                                  Client Job Aid








How to Process Third Party Sick Pay – Vendor Issues W2



The purpose of this document is to outline the steps in processing Third Party Sick when the W-2 is issued by the Third-Party vendor. A Third-Party Sick Recap employee is set up so that the FICA/FMED employer taxes are recorded and deposited.  You need to discuss with the Third-Party Vendor, which employer taxes the you will be responsible for paying (FICA, FMED, FUTA, SUTA) and have the appropriate earning(s) code set up.




If FUTA and/or SUTA need to be paid, see Processing FUTA and/or SUTA for Third-Party Sick Pay
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If the W-2 is issued by ProBusiness, see Third-Party Sick Pay - W-2 Issued by Pro



Steps:




				



				Activity Description







				1



				Find out from the Third-Party vendor which taxes you are responsible for.







				2



				If an appropriate earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction and forward to your Account Manager.
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				3



				Set up a third party sick pay earnings code with an offsetting deduction. 











				4



				Create the Third-Party Sick recap employee.




· Go to File ( Employee Master




· Insert “Third-Party Sick Pay Recap” employee




1. Employee Type field should be ‘E’




2. First field should be “Third-Party”




3. Last field should be “Sick Pay Recap”




4. Address should be employer’s address




5. ID Type should be “A” for “Applied For”




6. Exempt From line, mark FIT, SIT, FUTA, SUI, and SDI boxes ‘X’ for exempt.  FICA and FMED should be an N



7. Save the record




8. If multiple employees are involved, you can create a manual check combining wages up to the FICA wage limit.  If total is beyond the FICA wage limit, a 2nd or 3rd recap employee needs to be set up. If multiple records are required, then enter “1” in the Initials field.  Then, for additional records, increment the Initials field by 1 (i.e., 2, 3, 4). 
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				5



				Populate the TPSP Recap field with a Y.  This will be used to strip the recap employee from the SSA tape, thus eliminating tracers for these employees. This will need to be done for each recap employee. 




· File -> Employee Master -> select Third-Party sick Pay Recap employee -> HR/Payroll Master screen




· Go to Page 3




· Populate a ‘Y’ in the TPSP Recap field
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				6



				The Third-Party vendor should provide you with a statement that details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in check pro check.




· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 




· Select the Third-Party Sick Recap employee




· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make selection.)




· Type in Amount of sick pay earnings 




· Click Tax Assist and populate or edit the taxes to reflect what was withheld from the employee according to Third-Party vendor statement.  If using a taxable earning, you must enter all the employee taxes that were withheld by the third party vendor.




· Click “OK” once completed




· Enter net amount of check when prompted to do so and click “OK”




· Click “OK” to save check




Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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				7



				Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your Account Manager.







				8



				Once the manual check has been processed with a payroll, you will see the following:




· Employer taxes that will be deposited by ADP




· T type employee taxes are created to offset the employee taxes that were deposited by the Third-Party vendor so that they are not deposited again by ADP.  




· Offsetting deduction that creates a zero net check
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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
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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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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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How to Process FUTA and SUTA for Third Party Sick Pay




The purpose of this document is to outline the steps in processing FUTA and/or SUTA for Third Party Sick pay when the vendor is creating the W-2.  You need to discuss with the Third-Party Vendor, which employer taxes the client will be responsible for paying (FUTA, SUTA) and have the appropriate earning(s) code set up.





FICA/FMED taxes are discussed in Processing Third-Party Sick - W-2 Issued by Vendor.  If the W-2 is issued by ProBusiness, see Processing Third-Party Sick - W-2 Issued by Pro.




Steps:





					




					Activity Description









					1




					Find out from the Third-Party vendor which taxes need to be paid by employer









					2




					If an earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.  Forward the completed forms to your Account Manager.
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					3




					Set up a third party sick pay earnings code with an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.














					4




					The Third-Party vendor should provide you with a statement which details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in check pro check.





· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 





· Select the employee, not the Third-Party Sick Pay Recap employee





· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make selection.).  Make sure that you select the earnings code that is only taxable for FUTA and/or SUTA.





· Type in Amount of sick pay earnings 





· Click “OK” once completed





· Enter net amount of check when prompted to do so and click “OK”





· Click “OK” to save check





Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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					5




					Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your Account Manager.









					6




					Once the manual check has been processed with a payroll, you will see the following:





· Employer taxes that will be deposited by ADP





· No employee taxes





· Offsetting deduction that creates a zero net 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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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
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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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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
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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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How to Process FUTA and SUTA for Third Party Sick Pay


The purpose of this document is to outline the steps in processing FUTA and/or SUTA for Third Party Sick pay when the vendor is creating the W-2.  You need to discuss with the Third-Party Vendor, which employer taxes the client will be responsible for paying (FUTA, SUTA) and have the appropriate earning(s) code set up.



FICA/FMED taxes are discussed in Processing Third-Party Sick - W-2 Issued by Vendor.  If the W-2 is issued by ProBusiness, see Processing Third-Party Sick - W-2 Issued by Pro.


Steps:



			


			Activity Description





			1


			Find out from the Third-Party vendor which taxes need to be paid by employer





			2


			If an earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.  Forward the completed forms to your Account Manager.
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			3


			Set up a third party sick pay earnings code with an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.








			4


			The Third-Party vendor should provide you with a statement which details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in check pro check.



· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 



· Select the employee, not the Third-Party Sick Pay Recap employee



· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make selection.).  Make sure that you select the earnings code that is only taxable for FUTA and/or SUTA.



· Type in Amount of sick pay earnings 



· Click “OK” once completed



· Enter net amount of check when prompted to do so and click “OK”



· Click “OK” to save check



Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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			5


			Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your Account Manager.





			6


			Once the manual check has been processed with a payroll, you will see the following:



· Employer taxes that will be deposited by ADP



· No employee taxes



· Offsetting deduction that creates a zero net 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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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
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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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Processing Third-Party Sick Pay – W-2 Issued by ADP


The purpose of this document is to outline the steps in processing third-party sick pay when the W-2 is issued by ADP. 

Prior to recording the third-party sick pay entries, you need to discuss with the third-party vendor which employer taxes you will be responsible for paying (FICA, FMED, FUTA, SUTA) and have the appropriate earning(s) code set up.


If the W-2 is issued by the third-party vendor, see Processing Third-Party Sick - W-2 Issued by Vendor 
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Steps:


		

		Activity Description



		1

		Find out from the third-party vendor which taxes you are responsible for paying.



		2

		If an appropriate earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction and forward to your account manager.
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		3

		Set up a third-party sick pay earnings code with an offsetting deduction.  








		4

		The third-party vendor should provide you with a statement which details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in a CheckPro check.


· Go to Paydata ( Manual/Void Checks ( Create ( Manual Checks 


· Select employee


· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make a selection.)


· Type in Amount of sick pay earnings 


· Click Tax Assist and populate or edit the taxes to reflect what was withheld from the employee according to third-party vendor statement.  If using a taxable earning, you must enter all the employee taxes that were withheld by the third party vendor.


· Click “OK” once completed


· Enter net amount of check when prompted to do so and click “OK”


· Click “OK” to save the check


Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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		5

		Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your account manager.



		6

		Once the manual check has been processed with a payroll, you will see the following:


· Employer taxes that will be deposited by ADP


· T type employee taxes are created to offset the employee taxes that were deposited by the third-party vendor so that they are not deposited again by ADP.  The regular employee taxes will update the employee’s history and is reflected on the W-2.


· Offsetting deduction that creates a zero net 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



[image: image1.jpg]


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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                                                  Client Job Aid






How to Process Third Party Sick Pay – Vendor Issues W2


The purpose of this document is to outline the steps in processing Third Party Sick when the W-2 is issued by the Third-Party vendor. A Third-Party Sick Recap employee is set up so that the FICA/FMED employer taxes are recorded and deposited.  You need to discuss with the Third-Party Vendor, which employer taxes the you will be responsible for paying (FICA, FMED, FUTA, SUTA) and have the appropriate earning(s) code set up.



If FUTA and/or SUTA need to be paid, see Processing FUTA and/or SUTA for Third-Party Sick Pay
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If the W-2 is issued by ProBusiness, see Third-Party Sick Pay - W-2 Issued by Pro


Steps:



			


			Activity Description





			1


			Find out from the Third-Party vendor which taxes you are responsible for.





			2


			If an appropriate earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction and forward to your Account Manager.
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			3


			Set up a third party sick pay earnings code with an offsetting deduction. 








			4


			Create the Third-Party Sick recap employee.



· Go to File ( Employee Master



· Insert “Third-Party Sick Pay Recap” employee



1. Employee Type field should be ‘E’



2. First field should be “Third-Party”



3. Last field should be “Sick Pay Recap”



4. Address should be employer’s address



5. ID Type should be “A” for “Applied For”



6. Exempt From line, mark FIT, SIT, FUTA, SUI, and SDI boxes ‘X’ for exempt.  FICA and FMED should be an N


7. Save the record



8. If multiple employees are involved, you can create a manual check combining wages up to the FICA wage limit.  If total is beyond the FICA wage limit, a 2nd or 3rd recap employee needs to be set up. If multiple records are required, then enter “1” in the Initials field.  Then, for additional records, increment the Initials field by 1 (i.e., 2, 3, 4). 
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			5


			Populate the TPSP Recap field with a Y.  This will be used to strip the recap employee from the SSA tape, thus eliminating tracers for these employees. This will need to be done for each recap employee. 



· File -> Employee Master -> select Third-Party sick Pay Recap employee -> HR/Payroll Master screen



· Go to Page 3



· Populate a ‘Y’ in the TPSP Recap field
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			The Third-Party vendor should provide you with a statement that details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in check pro check.



· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 



· Select the Third-Party Sick Recap employee



· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make selection.)



· Type in Amount of sick pay earnings 



· Click Tax Assist and populate or edit the taxes to reflect what was withheld from the employee according to Third-Party vendor statement.  If using a taxable earning, you must enter all the employee taxes that were withheld by the third party vendor.



· Click “OK” once completed



· Enter net amount of check when prompted to do so and click “OK”



· Click “OK” to save check



Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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			Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your Account Manager.





			8


			Once the manual check has been processed with a payroll, you will see the following:



· Employer taxes that will be deposited by ADP



· T type employee taxes are created to offset the employee taxes that were deposited by the Third-Party vendor so that they are not deposited again by ADP.  



· Offsetting deduction that creates a zero net check
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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
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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.




Item ID: 003684705






Revised:  1/29/08 

Page 1










_1277189960.doc


				[image: image1.jpg]m National Account Services

Outsourcing for HR, Benefits and Payroll










				ProBusiness® Payroll




Earnings Code Request Form











				



				ProBusiness® Payroll




Earnings Code Request Form















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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How to Process FUTA and SUTA for Third Party Sick Pay



The purpose of this document is to outline the steps in processing FUTA and/or SUTA for Third Party Sick pay when the vendor is creating the W-2.  You need to discuss with the Third-Party Vendor, which employer taxes the client will be responsible for paying (FUTA, SUTA) and have the appropriate earning(s) code set up.




FICA/FMED taxes are discussed in Processing Third-Party Sick - W-2 Issued by Vendor.  If the W-2 is issued by ProBusiness, see Processing Third-Party Sick - W-2 Issued by Pro.



Steps:




				



				Activity Description







				1



				Find out from the Third-Party vendor which taxes need to be paid by employer







				2



				If an earnings code does not exist, complete the Earnings Request Form and Deduction Request Form for an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.  Forward the completed forms to your Account Manager.
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				3



				Set up a third party sick pay earnings code with an offsetting deduction.  This earnings code should be taxable for only FUTA and/or SUTA.











				4



				The Third-Party vendor should provide you with a statement which details out what was paid to the employee and which taxes were withheld.  You will key manual checks for each employee listed on the statement.  Third party sick earnings can only be keyed in a manual check.  It should not be keyed onto a worksheet or in check pro check.




· Go to Paydata ( Manual/Void Checks ( Create (  Manual Checks 




· Select the employee, not the Third-Party Sick Pay Recap employee




· Go to Earning Code field and type in 3 digit Third Party Sick earning code.   (Or press F8 to view all codes and make selection.).  Make sure that you select the earnings code that is only taxable for FUTA and/or SUTA.




· Type in Amount of sick pay earnings 




· Click “OK” once completed




· Enter net amount of check when prompted to do so and click “OK”




· Click “OK” to save check




Note:  Do not key in the offsetting deduction.  The system will post the offsetting deduction when the check is processed.
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				5



				Send up manual checks with a regularly scheduled payroll or with a special payroll.  If you are sending the manual checks with a special payroll, coordinate the scheduling of the payroll with your Account Manager.







				6



				Once the manual check has been processed with a payroll, you will see the following:




· Employer taxes that will be deposited by ADP




· No employee taxes




· Offsetting deduction that creates a zero net 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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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
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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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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
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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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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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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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