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DEPARTMENT OF ACCOUNTS

CIPPS INTRODUCTORY PAYROLL TRAINING

Module 3 – Benefits and Deduction Processing


BENEFITS AND

DEDUCTION PROCESSING

Learning Points

This module will focus on how to access the Employee Deduction Screen H0ZDC and enter a new deduction or make changes to existing deductions.  The following will be covered:

· Review of the Statewide Deduction Matrix that is on the DOA Payroll Operations web site under Payroll Forms.
· Deductions are created through:  Interfaces from BES, FBMC, ICMA-RC, PMIS, VNAV; entries on HMCU1; and direct entry onto H0ZDC.
· Deferred Compensation and Annuities, CAPP Topics 50415 and 50420
· Flexible Spending Accounts (Dependent Care and Medical Reimbursement Accounts and Fees), CAPP Topic 50435

· Establishing and Processing Child Support, Garnishments and Tax Levy Deductions, CAPP Topic 50405

· Tax and Deduction Overrides, CAPP Topic 50605

How to Access the Employee Deduction Screen, H0ZDC 
	Enter a new deduction on H0ZDC
	To create a new deduction, enter the following on the command line:

1. GU
company number, employee number
 
H0ZDC   

2. Press ‘enter’.  

3. The screen will display all the current deductions the employee has in numerical order.  Press ‘enter’ again to ‘scroll’ through all the pages of deductions.  On the last page, there will be blank lines to enter new deduction information.  
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How to Access the Employee Deduction Screen, H0ZDC, Continued
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How to Access the Employee Deduction Screen, H0ZDC, Continued
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A205W-END OF LIST
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 How to Access the Employee Deduction Screen, H0ZDC, Continued
	Change an existing

deduction on H0ZDC 
	To make changes to an existing deduction, enter the following:
1.  GUH      co#, employee number, deduction number
 
H0ZDC   

2. Press “enter”.  

3. The screen will display only the deduction number entered on the command line.  

4.  Use a subcommand of “R”, key in the changes and press “enter”.   
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How to Access the Employee Deduction Screen, H0ZDC, Continued
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Example # 1 – Deferred Compensation

	Deferred Compensation and Cash Match Set Up
	With the automated update from ICMA-RC to CIPPS only EXCEPTIONS are manually entered in to CIPPS.  Deferred Comp should only be manually setup by the agency if the employee is on Report U063, DC/CIPPS DEFERRED COMP/CASH MATCH ERROR REPORT.
Establish the deferred compensation deductions for Scott Alcott – EE# 01059620700 – by scrolling through to a blank line, then enter the following:


	Field
	Employee Information

	NO 
	038

	AMT/PCT
	50.00

	Goal
	No goal, unless employee is over 50 years old*

	Utility Field
	Auto filled after pressing enter

	FR 
	09

	NO 
	045

	AMT/PCT
	Enter ½ of Ded 38 Amount up to a limit of $20

	Goal
	Enter 480.00 which is the max annual limit of the cash match

	FR
	09


*   The Annual 457 limits are specified in the first Payroll Bulletin published every calendar year.  Persons under the age of 50 are established with a zero goal amount.  Persons over age 50 are generally established with the Age 50 Catch-Up amount as goal.  For more information, read the annual Payroll Bulletin and the IRS regulations for Deferred Compensation. CIPPS will stop ALL 457-related deductions if the combined total year-to-date amounts reach the Normal Annual Limit. If a goal amount is entered, CIPPS adds that amount to the Normal Amount Limit and will stop deductions when the total, higher limit is met.
> GU     100XX,01059620700                                             ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01059620700                            

   NAME-----> SCOTT                                  ALCOTT                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __ 169 DDCHKING            1.00000          .00  200000000100000000            

       90   2 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 038                50.00_______          .00  __________________            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 045                20.00_______       480.00  __________________            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 0002W-UTILITY FIELD WILL BE POPULATED                                          

Example # 1 – Deferred Compensation, Continued
> GUH   10010,01059620700                                             ON H0BES 

                    -------EMPLOYEE STATUS INFORMATION------                    

    COMPANY--> 10010 EMPLOYEE NUMBER--> 01059620700                             

    NAME> SCOTT                                     ALCOTT                      

 __ EMPLOYMENT STATUS-----> 1               TERMINATION CODE----> __            

    TERMINATION DATE------> 00/00/0000      RETIREMENT DATE-----> 00/00/0000    

    START LEAVE DATE------> 00/00/0000      RETURN LEAVE DATE---> 00/00/0000    

    CONT SERVICE DATE-----> 00/00/0000      DT LAST STATUS CHG--> 00/00/0000    

    DATE OF LAST CHANGE---> 04/24/2014      DATE LAST PAY CHG---> 07/25/2013    

    DATE OF LAST REVIEW---> 00/00/0000      LAST CHECK DATE-----> 04/16/2014    

    PREVIOUS W-2 ISSUED---> 0               REASON LAST PAY CHG-> _             

    COMP HOURS TO DATE----> 00000.00        COMP HOURS YTD------> 00000.00      

    INCOME OUT OF CNTRY--->          .00    DAYS OUT OF CNTRY---> 000           

    FLEX SPENDING AMT----->        .00      FLEX NON TAXABLE---->        .00    

    TOTAL 401K AMT-------->        .00      DED PRIORITY SW-----> _             

    YTD SUPPL WAGES------->          .00    ADVICE SWITCH-------> _             

    CHECK SWITCH----------> _               FIT-LOCK - MS ------> _             

    REDUCE DED OVERRIDE---> _               FIT-LOCK - EXMPTS --> 000           

                                         05/12/14  11:02:51 1 M3L1 CID5 ____    

Tab to Total 401k Amt field; press F1

> C     H0B,E, ,H0B,TOTAL401K,  1                                     ON THPBR 

                                                       LEVEL 01 LINK FROM H0BES

                ---- MILLENNIUM HELP FOR DATA FIELDS -----                     

___                                                                 PAGE-> 001 

SCREEN LITERAL-> TOTAL 401K AMT                                                

FIELD NAME-----> H0B TOTAL401K                                                 

DOC REFERENCE--> ____________________________________________________________  

COMMAND:      PAUSE-> _                                                        

> _____ _____________________________________________________________ ON ______

USED TO VIEW AND MAINTAIN A 2-DECIMAL-PLACE AMOUNT INDICATING THE YEAR-TO-DATE 

401(K) CONTRIBUTION TOTAL.  THE FIELD IS UPDATED EACH TIME A 401(K) DEDUCTION  

SET UP WITH CALCULATION 84 IS TAKEN FROM THE EMPLOYEE'S PAY.  WHEN THE YEAR-TO-

DATE AMOUNT OF A 401(K) DEDUCTION SET UP WITH CALCULATION 84 REACHES THE       

CONTRIBUTION LIMIT, THE 401(K) DEDUCTION IS STOPPED.  IF MULTIPLE 401(K)       

DEDUCTIONS ARE SET UP, THE YEAR-TO-DATE TOTALS OF EACH DEDUCTION ARE SUMMED AND

THE DEDUCTIONS ARE STOPPED WHEN THE CONTRIBUTION LIMIT IS REACHED.             

_______________________________________________________________________________

_______________________________________________________________________________

A205W-END OF LIST                                                              

                                        05/12/14  11:07:26 1 M3L1 CID5 ____   M
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Example # 2 - Annuities  
	Annuities
	Annuities are set up automatically through the Misc Ins and Annuity update interface.  See Payroll Bulletin 2010-11 for details.  Annuities should only be manually setup by the agency if the employee is on the Report U148, MISC INS/ANNUITY/FEE ERROR LISTING.
Using the information below, establish the annuity deduction for Alfred Nelson Alcott – EE# 01046284200 – and the corresponding administration fee and cash match.


	Field
	Employee Information

	NO 
	039

	AMT/PCT
	150.00

	Goal
	No goal, unless employee is over 50 years old*

	Utility Field
	Auto filled after pressing enter

	FR 
	09

	NO
	042

	AMT/PCT
	.35

	FR
	09

	NO
	046

	AMT/PCT
	Enter ½ of Ded. 39 Amount up to a limit of $20

	Goal
	Enter $480 which is the max annual limit of the cash match

	FR
	09


*   The Annual 403(b) limits are specified in the first Payroll Bulletin published every calendar year.  Persons under the age of 50 are established with a zero goal amount.  Persons over age 50 are generally established with the Age 50 Catch-Up amount as goal. Refer to the annual Payroll Bulletin and the IRS regulations for 403(b) plans.
> C     100XX,01046284200,169                                         ON H0ZDC                                                                                 

---------EMPLOYEE DEDUCTIONS------------                                                                               

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01046284200                            

   NAME-----> ALFRED                                 NELSON                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 I_ 039                150.00______          .00  __________________            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00   
 I_ 042                .35_________          .00  __________________            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 046                20.00_______   480.00      __________________            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________             

 0002W-UTILITY FIELD WILL BE POPULATED                                          

                                         08/27/10  10:14:12 1 M3LL CID5 ____    

 Example # 3 – Flexible Spending Accounts

	Flexible Spending Accounts Setup
	Flexible Spending Accounts are set up automatically through the daily BES to CIPPS interface.  See Payroll Bulletins 2010-11 and 2009-10 for details.  
Flex deductions should only be manually setup by the agency if the employee is on the Report U130, BES/CIPPS Transaction Error Report, or Report U075, Reimbursement Accounts Error Report.  

Using the information provided establish the Dependent Care Reimbursement Deduction and administrative fee effective at the beginning of the plan year, July 1. 


	Field
	Employee Information

	NO
	021

	AMT/PCT
	54.00

	UTILITY
	Auto filled after pressing enter

	FR
	09

	END DATE
	06/30/20XX

	
	

	NO
	023

	AMT/PCT
	3.67  (ee number of pays is 24)

	GOAL
	44.04 (3.67 x remaining months in plan year)

	UTILITY
	Auto filled after pressing enter  

	FR
	01

	END DATE
	06/30/20XX


Continued on next page

Example # 3 – Flexible Spending Accounts, Continued
> C     100XX,01325687400,136                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01325687400                            

   NAME-----> PHILLIP                                RANDALL                    

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

  _ 136 LT DISAB                .00          .00  000000000000000000            

       96   1 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 021                54.00_______          .00  __________________            

       00   0 09  000  00/00/0000     063020XX00           .00           .00    

 I_ 023                3.67________ 44.04         __________________            

       00   0 01  000  00/00/0000     063020XX00           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 0002W-UTILITY FIELD WILL BE POPULATED   0005W-ACTIVE FLEX REQUIRES ACTIVE 23   

                                         08/27/10  10:44:29 1 M3LL CID5 ____  

> GU    100XX,01325687400,024                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01325687400                            

   NAME-----> PHILLIP                                RANDALL                    

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __  12 EMP RET              .00000          .00  300000000022200000            

       85   1 09  000  00/00/0000     00/00/0000           .00           .00    

 __  21 DEP CARE              54.00          .00  000000000000000000            

       96   1 09  000  00/00/0000     06/30/2011           .00           .00    

 __  23 ADM FEES               3.67        44.04  000000010000000000            

       96   1 01  000  00/00/0000     06/30/20XX           .00           .00    

 __  24 PRM CONV              32.00          .00  000000000000000000            

       96   1 09  000  00/00/0000     00/00/0000           .00         24.50    
Example # 4 – Flexible Spending Accounts
	Flex Accounts Maintenance and Setup
	Flexible Spending Accounts are set up automatically through the daily BES to CIPPS interface.  Flex deductions should only be changed by the agency if the employee is on the Report U130 BES/CIPPS Transaction Error Report or Report U075, Reimbursement Accounts Error Report.  
Increase the employee’s dependent care deduction and establish a medical reimbursement deduction effective October 1.


	Field
	Employee Information

	NO (#021)
	50.00

	
	

	NO
	022

	AMT/PCT
	57.00

	FR
	09

	END DATE
	06/30/20XX

	
	

	NO
	023

	AMT/PCT
	No change

	GOAL
	No change

	UTILITY
	No change  

	FR
	No change

	END DATE
	No change


> GU    100XX,01100560500,024                                         ON H0ZDC 
                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01100560500                            

   NAME-----> DAVID                                  NAMESMITH                  

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __  12 EMP RET              .00000          .00  300000000022200000            

       85   1 09  000  00/00/0000     00/00/0000           .00           .00    

 R__  21 DEP CARE             50.00         0.00  000000000000000000            

       96   1 09  000  00/00/0000     06/30/20XX           .00           .00    

 ___  23 ADM FEES               3.67        33.03 000000010000000000            

       96   1 01  000  00/00/0000     06/30/20XX           .00           .00    

 __  24 PRM CONV              32.00          .00  000000000000000000            
Continued on next page

Example # 4 – Flexible Spending Accounts, Continued
> C     100XX,01100560500,136                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01100560500                            

   NAME-----> DAVID                                  NAMESMITH                  

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __ 127 RETRMNT2             .05000          .00  300000000000000000            

       96   1 09  000  00/00/0000     00/00/0000           .00           .00    

 __ 136 LT DISAB                .00          .00  000000000000000000            

       02   1 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 022                57.00_______          .00  __________________            

       00   0 09  000  00/00/0000     063020XX00           .00           .00    

 __ 000                         .00          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 0002W-UTILITY FIELD WILL BE POPULATED                                          

                                         08/26/10  08:20:12 1 M3LL CID5 ____        
Example # 5 – Garnishments – Percentage Deduction

	Garnishment – Percentage Deduction
	Set up a garnishment for John Stroud.  Using the information in the table below enter the data on the Deduction Payment Name & Address (H0901) screen.  DO NOT ENTER SSNs ON THE H0901 SCREEN.  


	Field
	Employee Information

	COMPANY
	100XX

	EMPLOYEE NUMBER
	01155053600

	NAME NUMBER
	1

	PAYEE NAME
	VA Power

	ADDRESS 2
	C/0 General District Court

	ADDRESS 3
	CASE # 95 01

	ADDRESS 4
	1501 East Clay Street

	ADDRESS 5
	Richmond, VA  23219


> GUH   100XX,01155053600                                             ON H0901 

                        --DEDUCTION PAYMENT NAME & ADDRESS--                    

 I_ COMPANY--> 100XX  EMPLOYEE NUMBER--> 01155053600  NAME NUMBER--> 1          

    NAME>                                                                       

    PAYEE NAME-----> va power______________________                             

    ADDRESS 2------> c/o general district court____                             

    ADDRESS 3------> case # 9501___________________                             

    ADDRESS 4------> 1501 east clay street_________                             

    ADDRESS 5------> richmond, va 23219____________                             

    GARNISHMENT CASE NUMBER--> 9501________________                             

    GARNISHMENT CASE NAME----> john stroud___________________                   

           ---DEDUCTION ELECTRONIC FUND TRANSFERS (EFT)---                      

    EFT H83 SW----->                      EFT H83 KEY------>                    

 A287W-NO RECORD/S FOUND                                                        

                                         08/26/10  08:05:47 1 M3LL CID5 ____    
Continued on next page

Example # 5 – Garnishments – Percentage Deduction, Continued
	
	Once H0901 is complete, establish the garnishment and garnishment fee deductions on the Employee Deduction (H0ZDC) screen.  


	Field
	Employee Information

	NO
	003

	AMT/PCT
	.25000

	GOAL
	500.00

	UTILITY
	200011250000062911

	FR
	09

	
	

	NO
	019

	AMT/PCT
	10.00

	GOAL
	10.00

	UTILITY
	000000000000000001

	FR
	09


C     100XX,01155053600,136                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01155053600                            

   NAME-----> JOHN                  THOMAS           STROUD                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __ 127 RETRMNT2             .00000          .00  300000000000000000            

       96   1 09  000  00/00/0000     00/00/0000           .00           .00    

 __ 136 LT DISAB                .00          .00  000000000000000000            

       02   1 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 003                .2500_______ 500.00        200011250000062911            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 019                10.00        10.00         000000000000000001            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00  
Example # 6 – Garnishments – Local/State Tax Lien
	Tax Lien With A Fixed Deduction
	A local tax lien against Alfred Nelson is received.  Using the table information below create the payee and employee deduction information in CIPPS.


	Field
	Employee Information

	COMPANY
	100XX

	EMPLOYEE NUMBER
	01046284200

	NAME NUMBER
	1

	PAYEE NAME
	City of Richmond

	ADDRESS 2
	Commissioner of Revenue

	ADDRESS 3
	P.O. Box 151

	ADDRESS 4
	Richmond, VA  23219


> GUH   100XX,01046284200                                             ON H0901 
                        --DEDUCTION PAYMENT NAME & ADDRESS--                    

 I_ COMPANY--> 100XX  EMPLOYEE NUMBER--> 01046284200  NAME NUMBER--> 1          

    NAME>                                                                       

    PAYEE NAME-----> city of richmond______________                             

    ADDRESS 2------> commissioner of revenue_______                             

    ADDRESS 3------> p.o. box 151__________________                             

    ADDRESS 4------> richmond, va 23219____________                             

    ADDRESS 5------> ______________________________                             

    GARNISHMENT CASE NUMBER--> ____________________                             

    GARNISHMENT CASE NAME----> alfred nelson_________________                   

           ---DEDUCTION ELECTRONIC FUND TRANSFERS (EFT)---                      

    EFT H83 SW----->                      EFT H83 KEY------>                    

 A287W-NO RECORD/S FOUND                                                        

                                         08/27/10  14:59:35 1 M3LL CID5 ____                                                           

Continued on next page

Example # 6 – Garnishments – Local/State Tax Lien Local/State Tax Lien, Continued
	
	Using both methods establish the tax lien and garnishment fee deductions on the Employee Deduction (H0ZDC) screen.  


	
	Field
	Employee Information

	Method 1


	NO
	003

	
	AMT/PCT
	200.00

	
	UTILITY
	000000000000000011

	
	GOAL
	1000.00

	
	FR
	09

	
	
	

	Method 2
	NO
	006

	
	AMT/PCT
	200.00

	
	END DATE
	03/21/20XX

	
	UTILITY
	000000010000000010

	
	GOAL
	1000.00

	
	FR
	09

	
	
	

	Garn Fee
	NO
	019

	
	AMT/PCT
	20.00

	
	GOAL
	20.00

	
	UTILITY
	000000000000000001

	
	FR
	09


> guh    100XX,01046284200,003                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01046284200                            

   NAME-----> ALFRED                                 NELSON                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 I_ 003                200.00______      1000.00  000000000000000011            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 006                200.00______      1000.00  000000010000000010            

       00   0 09  000  00/00/0000     032120XX             .00           .00    

 I_ 019                20.00_______ 20.00         000000000000000001            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

                                         08/27/10  15:09:15 1 M3LL CID5 ____       
Example # 7 – Garnishments – Crossing Calendar Years

	Garnishment Crossing Calendar Years
	On January 4, you noticed that the year-to-date amount for Timothy McClelland’s garnishment is now zero.  


Screen Display of the Deduction at the Beginning of the New Calendar Year:

> GUH   100XX,01000547800,006                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01059620700                            

   NAME-----> TIMOTHY 
                            MCCLELLAND                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __   6 GARNISH4             100.00       600.00  000000000000000010            

       96   2 09  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

                                         01/04/10  08:05:04 1 M3LL CID5 ____    
Continued on next page

Example # 7 – Garnishments – Crossing Calendar Years, Continued
$400 was collected in the previous year and only $200 should be taken this year to complete the garnishment.  Using the information below adjust the Employee Deduction screen to decrement the goal and collect the remaining amount due.


	Field
	Employee Information

	GOAL
	200.00

	UTILITY
	000000010000000010


> GUH   100XX,01059620700,006                                         ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01059620700                            

   NAME-----> SCOTT                                  ALCOTT                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 R_ 6 GARNISH4             100.00 200.00        000000001000000010            

       96   2 09  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

                                         01/04/10  08:05:04 1 M3LL CID5 ____       
Example # 8 – Child Support Deduction – Virginia Order
	Child Support  
	Scott Alcott has been ordered to pay child support to Virginia in the amount of $125 per pay period.  Scott supports another spouse and children so the order is limited to 50% of disposable earnings.  

	
	Establish the child support and garnishment fee deductions on the Employee Deduction (H0ZDC) screen.


	Field
	Employee Information

	NO
	001

	AMT/PCT
	125.00

	UTILITY
	000011500000000000

	FR
	09

	
	

	NO
	019

	AMT/PCT
	5.00

	UTILITY
	000011500000000000


> GUH     100XX,01059620700                                             ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01059620700                            

   NAME----->                                                                   

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 I_ 001                125.00______          .00  000011500000000000            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 019                5.00________          .00  000011500000000000          

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 0001W-DED 1-8 MAY REQUIRE A GARN FEE #                                         

Example # 9 – Percentage Garnishment Order with existing Child   Support Deduction
	Garnishment – Percentage Deduction
	Scott Alcott receives a garnishment for 25% of disposable earnings and a total amount of $3000.  Using the information in the table below enter the data on the Deduction Payment Name & Address (H0901) screen.  DO NOT ENTER SSNs ON THE H0901 SCREEN.  


	Field
	Employee Information

	COMPANY
	100XX

	EMPLOYEE NUMBER
	01059620700

	NAME NUMBER
	1

	PAYEE NAME
	HANK’S TATTOO PARLOUR

	ADDRESS 2
	C/0 General District Court

	ADDRESS 3
	CASE # 95 01

	ADDRESS 4
	1501 East Clay Street

	ADDRESS 5
	Richmond, VA  23219


> GUH   100XX,01059620700                                             ON H0901 

                        --DEDUCTION PAYMENT NAME & ADDRESS--                    

 I_ COMPANY--> 100XX  EMPLOYEE NUMBER--> 01059620700  NAME NUMBER--> 1          

    NAME>                                                                       

    PAYEE NAME-----> hank’s tattoo parlour_________                             

    ADDRESS 2------> c/o general district court____                             

    ADDRESS 3------> case # 9501___________________                             

    ADDRESS 4------> 1501 east clay street_________                             

    ADDRESS 5------> richmond, va 23219____________                             

    GARNISHMENT CASE NUMBER--> ________________                             

    GARNISHMENT CASE NAME----> ___________________                   

           ---DEDUCTION ELECTRONIC FUND TRANSFERS (EFT)---                      

    EFT H83 SW----->                      EFT H83 KEY------>                    

 A287W-NO RECORD/S FOUND                                                        

                                         08/26/10  08:05:47 1 M3LL CID5 ____    
Continued on next page

Example # 9 – Percentage Garnishment Order with existing Child   Support Deduction, continued
	
	Establish the garnishment on the Employee Deduction (H0ZDC) screen.


	Field
	Employee Information

	NO
	003

	AMT/PCT
	.25000

	UTILITY
	200011250000062911

	GOAL AMOUNT
	3000.00

	FR
	09

	
	

	NO
	019

	AMT/PCT
	NO CHANGE (SEE NOTE)

	UTILITY
	NO CHANGE (SEE NOTE)


> GUH     100XX,01059620700                                             ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                                                                                            

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01059620700                            

   NAME----->                                                                   

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __ 001                      125.00          .00  000011500000000000            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 __ 019                        5.00          .00  000011500000000000          

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_ 003                .25000______   3000.00___  200011250000062911            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

 0001W-DED 1-8 MAY REQUIRE A GARN FEE #                                         

NOTE:  Because the employee has an existing Child Support Deduction, a Garnishment Fee is already established to take $5 each pay period.  The employee still owes a one-time $10 fee for the new Garnishment.  The $10 fee should be collected via an HUD01 Deduction Override for Deduction 019 rather than establishing the amount on the screen.  Otherwise the goal amount would conflict with the Code of Virginia which provides for a fee collection of $5 each pay period.

Example # 10 – Garnishment – Guaranteed Minimum Net 

	Guaranteed Minimum Net
	You have received a $350.00 garnishment for a semi-monthly wage employee whose hours worked vary each pay period.  The employee is guaranteed a minimum net amount, regardless of how few hours are worked.  Set up the guaranteed minimum net deduction using the information in the table.


	Field
	Employee Information

	COMPANY
	10XX

	EMPLOYEE NUMBER
	01020356800

	NAME NUMBER
	1

	PAYEE NAME
	Dominion Power

	ADDRESS 2
	c/o General District Court

	ADDRESS 3
	CASE # 96 101

	ADDRESS 4
	1501 East Clay Street

	ADDRESS 5
	Richmond, Va  23218


> GUH   100XX,01020356800                                             ON H0901 

                        --DEDUCTION PAYMENT NAME & ADDRESS--                    

 I_ COMPANY--> 100XX  EMPLOYEE NUMBER--> 01020356800  NAME NUMBER--> 1          

    NAME>                                                                       

    PAYEE NAME-----> _DOMINION POWER             __                             

    ADDRESS 2------> _C/O GENERAL DISTRICT COURT___                             

    ADDRESS 3------> _1501 EAST CLAY STREET________                             

    ADDRESS 4------> _RICHMOND, VA 23218__________                             

    ADDRESS 5------> ______________________________                             

    GARNISHMENT CASE NUMBER--> ____ CASE # 96 101 ___________                             

    GARNISHMENT CASE NAME----> ______________________________                   

           ---DEDUCTION ELECTRONIC FUND TRANSFERS (EFT)---                      

    EFT H83 SW----->                      EFT H83 KEY------>                    

 A287W-NO RECORD/S FOUND                                                        

                                         08/30/10  10:45:53 1 M3LL CID5 ____    
Continued on next page

Example # 10 – Garnishment - Guaranteed Minimum Net, continued
	
	Complete the Employee Deduction (H0ZDC) screen using the information in the table below.


	Field
	Employee Information

	NO
	008

	AMT/PCT
	350.00

	GOAL
	1000.00

	UTILITY
	000011250000062911

	FR
	09

	
	

	NO
	019

	AMT/PCT
	10.00

	GOAL
	10.00

	UTILITY
	000000010000000000

	FR
	09


> GUH   100XX,01020356800                                             ON H0ZDC 

                     ---------EMPLOYEE DEDUCTIONS------------                   

   COMPANY--> 100XX  EMPLOYEE NUMBER---> 01020356800                            

   NAME-----> AMY                   S                ROGERS                     

    NO      NAME          AMT/PCT         GOAL        UTILITY                   

      CALC GN FR  PRTY START DATE     END DATE        DED MTD       DED YTD     

 __ 169 DDCHKING            1.00000          .00  200000000100000001            

       90   2 09  000  00/00/0000     00/00/0000           .00           .00    

 I_  08                350.00______   1000.00___  000011250000062911            

       00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 I_  19                10.00_______   10.00_______ 000000010000000000     
 00   0 09  000  00/00/0000     00/00/0000           .00           .00    

 __   0                ____________          .00  __________________            

       00   0 00  000  00/00/0000     00/00/0000           .00           .00    

                                         08/30/10  10:46:34 1 M3LL CID5 ____    
TAX & DEDUCTION

OVERRIDES

Deduction Override Screen HUD01- One Time ONLY
> GUH   100XX,1,1                                                       ON HUD01 
                    ----------DEDUCTION OVERRIDE------------                    

 __ COMPANY--> 00000 BATCH NUMBER--> 0000 PAGE NUMBER--> 00000                  

  EMPLOYEE  C      DED STATE   DEDUCTION   DEDUCTION   DATE     DATE            

   NUMBER   D  TRN  NO LOCAL     GOAL        AMOUNT    FROM      TO          ADJ

                                           (2ND LINE)  DEDUCTION UTILITY        

 0000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 0000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 0000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 0000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 0000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 0000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 A287W-NO RECORD/S FOUND                                                        

                                         08/30/10  11:01:16 1 M3LL CID5 ____    
*ACCEPTABLE VALUES FOR TRN COL:     ACCEPTABLE VALUES FOR DED NO COLUMN:

     01 - FEDERAL INCOME TAX                                       Deduction Numbers 1 - 170         

     06 - FICA  (DO NOT USE)               

     02 - STATE INCOME TAX                         ADJUSTMENT INDICATOR- for this payroll ONLY
     04 - LOCAL INCOME TAX                           Blank - withhold this amount (instead of H0ZDC)

                                                                                +     - withhold this amount plus H0ZDC amount

                                                                                   ­     - reduce the H0ZDC amount by this amount

*Not recommended. For most tax adjustments contact Payroll Operations for assistance.

Continued on next page

Deduction Override Screen HUD01- One Time ONLY, Continued
	One-Time Adjustments
	Enter the following batch and employee override information from the tables below.


	Field
	Batch Information

	COMPANY
	100XX

	BATCH NUMBER
	30

	PAGE
	1


	EMPLOYEE NUMBER
	DED NO
	DED AMOUNT
	ADJ INDICATOR

	01003258400
	062
	$  15.00
	-

	01874632900
	062
	0
	

	01059620700
	019
	  10.00
	+

	01155053600
	024
	   41.14
	+


> GUH   100XX,30,1                                                       ON HUD01 
                    ----------DEDUCTION OVERRIDE------------                    

 _I_ COMPANY--> 100XX BATCH NUMBER--> 0030 PAGE NUMBER--> 00001                  

  EMPLOYEE  C      DED STATE   DEDUCTION   DEDUCTION   DATE     DATE            

   NUMBER   D  TRN  NO LOCAL     GOAL        AMOUNT    FROM      TO          ADJ

                                           (2ND LINE)  DEDUCTION UTILITY        

 01003258400 X 8 XX 062 000000 00000000000 00000001500 00000000 00000000       - 

                                                       __________________       

 01874632900 X 8 XX 062 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 01059620700 X 8 XX 019 000000 00000000000 00000001000 00000000 00000000       + 

                                                       __________________       

 01155053600 X 8 XX 024 000000 00000000000 00000004114 00000000 00000000       + 

                                                       __________________       

 00000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 00000000000 X 8 XX 000 000000 00000000000 00000000000 00000000 00000000       _ 

                                                       __________________       

 A287W-NO RECORD/S FOUND                                                        

                                         08/30/10  11:01:16 1 M3LL CID5 ____    
Continued on next page

Deduction Override Screen HUD01- One Time ONLY, Continued

	Pay Transaction Balancing – HRSBB 
	Complete the Pay Transaction Balancing (IBC) screen to balance Batch #1 using the information in the table below.


	Field
	Batch Information

	COMPANY
	100XX

	BATCH NUMBER
	0030

	CONTROL TOTAL C
	66.14

	PAY RANGE 
	1
	70

	
	2
	70


> GUH   100XX,030                                                         ON HRSBB 

                    ----PAY TRANSACTION BALANCING (IBC)-----                    

 _I_ COMPANY--> 100XX BATCH NUMBER--> 0030                                       

    CONTROL        CONTROL          CONTROL           CONTROL       PAY RANGE   

    TOTAL A        TOTAL B          TOTAL C           TOTAL D         1   2     

  00000000.00    00000000.00   00000000066.14000    000000000.000000   70  70    

     ------------------------CALCULATED-------------------------                

    TOTAL A        TOTAL B          TOTAL C           TOTAL D                   

  00000000.00    00000000.00   00000000066.14000    000000000.000000             

     ------------------------DIFFERENCE-------------------------                

  00000000.00    00000000.00   000000000.000000    000000000.000000             

                                         08/30/10  11:02:11 1 M3LL CID5 ____         

Continued on next page
Benefits and Deductions Processing Review Answers

1.   Tax and Deduction overrides can be identified on edit and pay reports as those entries that have a transaction code beginning with _______.


2.   Pretax Deductions have greater priority than Post Tax Deductions.  Within each group, deductions are withheld from an employee’s pay in __________ order.
3.   Employee benefits such as Healthcare may either be entered and changed through input to BES and automatically updated in CIPPS, or through entry on the ______ screen, which also shows the employee’s Retirement plan.

4.   When entering a flat dollar amount for garnishment deductions, the first position of the utility field contains a value of ________.  

5.   When entering a percentage for garnishment deductions, the first position of the utility field contains a value of _______.

6.   For support and garnishment deductions, the third party names and addresses are entered on screen  _____________.  

The ‘name number’ is then entered in position ______ of the utility field on H0ZDC.
7.   If you want to stop a deduction, you enter a value of ___ in the frequency on the H0ZDC screen.  For retirement deductions, a value of  _____ will turn off all related deductions.  
8.   Tax and Deduction overrides are good for _____ pay period(s) only.  (However, sometimes they go to the pending file and haunt you.)  
9.   Do not override _______ and _________ taxes, since they are self-adjusting.
10. True or False – The employee must be receiving some regular pay in order to process a deduction override.

End of Module 3
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