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Human Resources 9.1 Payroll Training Guide - HCSD
Payroll Training

Record a General Deduction

Procedure

In this topic you will learn how to Record a General Deduction.

Step Action

1. Click the Main Menu button.

PS9HRTRN:s0
PSOHEWEBDEV11  Rce
Favorites © Main Menu

Personalize S€arch Menu:

&3 workforce Administration 4
(3 Benefits

3 Compensation

&3 Time and Labor 4
3 Payroll for North America

3 Payroll Interface

& workforce Development 3
(3 Organizational Development

& Enterprise Leaming 4
3 Workforce Monitaring

3 Set Up HRMS

&3 Reporting Tools 4
3 PeopleTools

(3 LSUHSC Processes

(5 my Personalzations

€ Local intranet | Protected Mode: Off fa v ®100% v

Step Action

2. Click the Payroll for North America link.

Click the Employee Pay Data USA link.

Click the Deductions link.

g~ w

Click the Create General Deductions link.
| || Create General Deductions
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions » Create General Deductions

Add to Favortes | Sign out

New Window | Help |

Create General Deductions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Empl ID: beginswith ~[ |
Company: beginswith ~[ @
Name: begins with ~ ’7
Last Name: beginswith ~[ |

Second Last Name: begins with ~
Alternate Character Name: begins with ~

[include History [] Correct History [ Case Sensitive

Search Clear |pasic Search [6F Save Search Criteria

al m ] v

Done @ Local intranet | Protected Mode: Off v B10% v

Step Action

6. Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number™.

7. Click the Search button.
Search
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PSOHRTRN:s

PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favgrites | Main Menu > Payroll for North America > Employee Pay Data USA > Deductions > Create General Deductions
MNew Window | Help | Customize Page | i
Create General Deductions
7777777777 Person ID:
Company: 003 LSUHSC-Hospitals
General Deduction Find | View 1 First K 1 or1 Il Lot
*Deduction Code: A HE=
Deduction Details find | View a1 First Kl 4 or1 B Las:
“Effective Date: 05/18/2012 E [¥ Take on all Paygroups [#[=]
+Calculation Routine: Default to Deduction Table - Ded stopped by Self Serv User
Deduction End Date: & Deduction Rate or %:
Loan Interest %: FlatiAddl Amount:
Goal Amount: ‘Current Goal Balance:
This data was last updated by Data last updated on
[§] save | [GhReturnto Searthl [ Notify ‘ £ Refresh | ‘ & incude History ‘ [ correct History
Done €& Local intranet | Protected Mode: Off v 0% v

Click the Look up Deduction Code button.

QL

a

Click the Down button of the scrollbar.

-

10.

Click the GAROO1 - GARNISHMENT link.
| GAROOY GARMISHMEMT

11.

The Effective Date will be the beginning date of the next pay period.

Click the Choose a date button.

12.

Click the desired date.

13.

Click the Save button.
[5] save

14.

This completes Record a General Deduction.
End of Procedure.
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Record a Garnishment

Procedure

In this topic you will learn how to Record a Garnishment.

PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites * Main Menu > Payrol for North America > Employee Pay Data USA » Deductions » Create General Deductions

Create General Deductions

Mew Window | Help | Customize Page | i

Person ID:
Company: 003 LSUHSC-Hospitals

General Deduction

Find | View 1 First K 1 or1 Dl Lot
“Deduction Code: GAROD1 % GARNISHMENT

Deduction Details

#HE

Find | View 1 First Kl 1 or1 Il Last
*Effective Date: 05/28/2012 [ [ Take on all Paygroups ==
Calculation Routine: Default to Deduction Table

Ded stopped by Self Serv User
Deduction End Date:

Deduction Rate or %:
Loan Interest %: FlatiAddl Amount:
Goal Amount: Current Goal Balance:

This data was last updated by Online User Data last updated on  05/18/2012

(5] save | [GFReturn to Searthl =] Notify | #* Refresh

pdate/ispla | & incude History | [ correct History

€ Local intranet | Protected Mode: Off

v Rm100% -

Step Action

1. Click the Deductions link.

Click the Create Garnishments link.
] Create Garnishments
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PSOHETRN 50
PSOHEWEBDEV11 RcB
=3

New Window | Help | /&,

Create Garnishments

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). (300

EmpliD: begins with v ’7
Company: beginswith [ Q
Name: beginswith ~[ |
Last Name: begins with v ’7
Second Name: beginswith v |

Second Last Name: begins with +
Alternate Character Name: begins with ¥

[Tinclude History [ ] Correct History [ | Case Sensitive

Search Clear |pasic Search [ Save Search Criteria

< 11 ] b

Done € Local intranet | Protected Mode: Off v ®100% v

Step Action

3. Enter the desired information into the EmplID field. Enter "7 - digit Employee ID
Number™.
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Garnishment Spec Data 1

Gamishment SpecData2 | GamishmentSpecDatz3 | GamishmentSpecData4 D]
_________ Person ID:

Company: 003 LSUHSC-Hospitals

Gamishments find [ View Al First K 1 or 1 Bl Lost
“Garnishment ID: “Status: Received - EHI=

Received On

*Date: [0 *Hours: | | *Minutes: |

Respond By

*Date: [0 *Hours: | | *Minutes: |

*Garnishment Type: Writ of Garnishment ~

Support Type: Current -
*Court Document 1D 1: ‘Court Document ID 2:

*Court Name: ‘

Remarks: E

Save | [GReturn to Search | =] Notify pal

SpecData 1]

ate/Displa | 1 inciude History | [ correct istory |

SpecData 2| SpecData3|

MNew Window | Help | Customize Page | i

Training Guide

Human Resources 9.1 Payroll Training Guide -

HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe

SpecDatad| SpecData5|

SpecData6| Spec

] r

€ Local intranet | Protected Mode: Off

v Bm100% -

Step Action

4, Enter the desired information into the Garnishment ID field. Enter "CS001".

5. Click the button to the right of the Status field.

-]

6. Click the Approved list item.

7. Click in the Received Date field to enter the Received Date or click the Calendar

icon to select it.

it into the system.

NOTE: Enter the date the garnishment was received, not the date you are entering
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

MNew Window | Help | Customize Page | i
Garnishment Spec Data 1 Garnishment SpecData2 | GamishmentSpecData3 | GamishmentSpecData4 O]

Person ID:

Company: 003 LSUHSC-Hospitals

Gamishments First Kl 4 or 1 N Last
*Garnishment ID: CS001 *Status: -
Received On Respond By

“Date: 05142012 5 *Hours: inutes: | | [*Date: [ |5 *Hours: inutes: |
“Court Document ID 1: Court Document D 2:
“Court Name: [

Remarks: =

<oy | 5 et History | [ correct History |

save | [GReturn to Search | =] Notify u

SpecData 1] SpecData 2| SpecData3| SpecData 4| SpecData§| SpecData6| Spec

Y

€ Local intranet | Protected Mode: Off v B0% v

Step Action

8. Enter the desired information into the Received Time field. Enter *8:45",
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PSOHRTRN:s

PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sign out

Favgrites | Main Menu > Payroll for North America > Employee Pay Data USA » Deductions > Create Gamishments T
Garnishment Spec Data 1 Garnishment Spec Data 2 Garnishment Spec Data 3 Garnishment Spec Data 4 D
menis e FEind | View All F\rst“ﬂwﬁul_ast
“Gamnishment ID: CS001 ~Status: Approved L=
*Date: 051412012 5] *Hours: |  *Minutes: | || |*Date: | |50 *Hours: | | *Minutes: |
*Court Document ID:1: ’% z::::;::;muz: ’u
*Court Name: ‘
Remarks: =1
[§] save | [GhReturn to Search | =] Notify | 1 inciude History ‘ [Zr correct mstnryl
SpecData 1] SpecData2| SpecData3| SpecData 4| SpecData§| SpecData 6| Spec
] ’
€ Local intranet | Protected Mode: Off fh v R10% v
Step Action
9. Enter the desired information into the Hours field. Enter 8",
10. Enter the desired information into the Minutes field. Enter "45".
11. Enter the desired information into the Date field. Enter "05182012".
12. Enter the desired information into the Hours field. Enter "2".
13. Enter the desired information into the Minutes field. Enter "20".
14. Click the button to the right of the Type field.
15. Click the Child Support list item.
| Child Support
16. Click the button to the right of the Garnishment Support Type field.
17. Click the Current list item.
18. Enter the desired information into the Court Document IDs field. Enter "CS-
15550".
19. Enter the desired information into the Court Name field. Enter "Juvenile Court CS
Fund".
20. Enter the desired information into the Court Document IDs field. Enter "CS-

15550".
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Step Action

21. NOTE: When entering a Child Support Garnishment, you must enter the
dependent child’'s name in the Remarks field.

Enter the desired information into the Remarks field. Enter "Dependent Child: lan
McNabb".

22, Click the Garnishment Spec Data 2 tab.

PS9HRTRNG:s0

PSSHEWEBDEV11 RCE
Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Garnishments

Home | AddtoFavories |

Sian out

IMew Window | Help | Customize Page | B

Gamishment SpecData1 | Garnishment SpecData 2 | GamishmentSpecData3 | GamishmentSpecData4 D)

Person ID:

Company: 003 LSUHSC-Hospitals

Garnishments

Find | View Al First K 4 o ¢ B | 5st

‘Garnishment ID: C5001 Child Support #[=]
SetID:

Vendor ID: @

Location: @

Remit Address: @
Payee Name:

Name: Phone:
Country: @
Edit Addres:
Address: 4
[§l save | [G*Return to Search | [=7] Notify ‘ & Inciude History ‘ [3# Correct History
SpecData 1| SpecData 2| SpecDatad | SpecDatad| SpecData s | SpecData6| Spec
< m J »
Done € Local intranet | Protected Made: Off v H100% v

Step Action
23. Enter the desired information into the Set ID field. Enter "SHARE".
24, Click the Look up Vendor ID button.

a
25. Click the button to the right of the Short Vendor Name field.
26. Click the contains list item.

[contains
27. Enter the desired information into the Short Vendor Name field. Enter "soc".
28. Click the Look Up button.

Look Lip
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Step

Action

29.

Click the Dept of Soc Serv: Baton Rouge link.

30.

Click the Look up Location button.

31.

Click the Dept of Soc Serv: Baton Rouge link.
|LDCATION1 Dept of Soc Sery: Baton Rnuue|

32.

Click the Look up Remit Address button.
@

a

33.

Click the Dept of Soc Serv: Baton Rouge link.
|1_ Dept of Soc Ser: Baton Ruuue|

34.

Enter the desired information into the Name field. Enter "Kay Scarpetta".

35.

Enter the desired information into the Phone field. Enter "225-555-6226".

36.

Click the Show Following Tabs button.
[

PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

Home | Addio Favortes |

Sign out

MNew Window | Help | Customize Page | i
[O) camishmentSpecData4 | GamishmentSpecData5 | GamishmentSpecData6 | Gamishment SpecDataZ

Person ID:

Company: 003 LSUHSC-Hospitals

Gamnishments Find | view ai First K 4 op ¢ B Last
GamishmentID:  CS001 Child Support HE
setiD: SHARE Q
Vendor ID: 0000000110 2 gy of Soc Serv: Baton Rouge
Location: LOCATIONT @, DeptofSoc Serv: Baton Rauge

Remit Address: 19
Payee Name:

Name: |Kay Scampetta phone: 22505556228
Country: @
Address: P. 0. Box 260222 Edit Address

0000000110

Baton Rouge, LA 70826-0222
East Baton Rouge

) save | [GFReturn to Search | [=] Notify =] Include History | [7 Correct History
2

SpecData 1] SpecData 2| SpecData3| SpecData 4| SpecData§| SpecData6| Spec

<[ i ] ’

Done G Local intranet | Protected Mode: Off v B10% v
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Step Action

Q Lsuieslth

37.

Click the Garnishment Spec Data 5 link.

i Gamishment Spec Data 5 ||

NOTE: The Garnishment Spec Data 5 can be selected from the tab at the top of
the screen or from the Link at the bottom of the screen.

Step

PS9HRTRNG:s0

PSSHEWEBDEV11 RCE

Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Garnishments

Person ID:
Company: 003 LSUHSC-Hospitals

Garnishments

‘Garnishment ID:

Child Suppart
Deduct by Schedule Option

payFrequency: W . Weeky

“Pay Period: First e

IMew Window | Help | Customize Page | B
[af camishmentSpecDatad | Garnishment Spec Data5 | GamishmentSpecDatas | GamishmentSpecData?

Find | view an First Kl 4 op ¢ B Last
Cs001

Find | View Al First K 4 o ¢ B | 5st
Deduction Schedule

*Deduction Calculation Routine:

% DE + Amount -
Disposable Earnings Percent: Flat Amount:

To compare a flat amount with a percentage of the deduction and to take the greater of the two, enter both flat amounts and
deduction percents

Deduction Percent
To Company: To Company:
To Payee:

To Payee:

Deduction Calculation Routine

#H[=

HE

[5] save | [GFReturn to Search | [Z] Notify Hupdaten
SpecData 1| SpecData2| SpecData3| SpecDatad|

Displa | 1 inciude History | [ correct History |

SpecDatas|

SpecData6|

<

Done

Spec

€ Local intranet | Protected Made: Off

Action

v R10% ~

38.

Click the % DE + Amount option.

[-]
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

[ camishment spec Data

Garnishment Spec Data

Company: 003 LSUHSC-Hospitals

Garnishments

Garnishment ID:

CS001  Child Support

Deduct by Schedule Option

Deduction Schedule

“Pay Frequency: | @, Weekly

Training Guide

Human Resources 9.1 Payroll Training Guide -

Person ID:

“Pay Period:

Garnishment Spec Data

First

HCSD

Favorites

Main Menu > Payroll for North America > Employee Pay Data USA > Deductions > Create Gamishments

:w Window | Help | Customize Page | B
Garnishment Spec Data

*Deduction Calculation Routine:

Deduction Calculation Routine

% DE + Amount
% DE + Amount
% Gross + Amount

Disposable Earnings Percent:

Processing Fees

Maximum Allowed

To compare a flat amount with a percent
deduction percents.

Greater of %DE or Amount
Greater of %Gross or Amount

er both flat amounts and

To Company: To Company:
To Payee: To Payee:
save | [@hReturn to Search | (=] Notify

| = Include History | [ Correct History
SpecData 1| SpecData 2| SpecData3 | SpecData 4| SpecDatas | SpecData 6 | Spec]
< m ] »
Done € Local intranet | Protected Mode: Off 5 v H100% v

Click the % DE + Amount list item.

%% DE + Amount
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

[0} camishment SpecData4 | Garnishment Spec Data 5 | Garnishment SpecData6 | Gamishment Spec Data 7

Person ID:

Company: 003 LSUHSC-Hospitals

Garnishments

*Deduction Calculation Routine: % DE + Amount

Disposable Earnings Percent:

Flat Amount:

Tao compare a flat amount with a percentage of the deduction and to take the greater of the two, enter both flat amounts and
deduction percents.

Deduction Percent
To Company: To Company:
To Payee:

find [ View Al First Kl 1 or 4 B Las
GarnishmentID:  CS001  Child Support =
Deduct by Schedule Option Find | view Al First Kl 4 o 4 B (a5t
Deduction Schedule =
*PayFrequency: | W @, Weekly *Pay Period: First

 Lsutiealth

MNew Window | Help | Customize Page | B

To Payee:
. Save @‘Rmm to Search E Nnhfv Update | = Include History | [ Correct History |
SpecData 1| SpecData 2| SpecData3| SpecData 4| SpecDatas | SpecData 6 | Spec]
< [ ] »
Done € Local intranet | Protected Mode: Off 5 v H100% v

40.

41.

Enter the desired information into the Flat Amount field. Enter "50.00".

42.

To record Processing Fees Defaults, enter the desired information into the To

Company Flat Amount field. Enter "5.00".

C|ICk the Garnishment Spec Data 6 tab.

Garnishment Spec Data g
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

[ camishment spec Data

New Window | Help | Customize Page | =«

Garnishment Spec Data

Garnishment Spec Data 6 Garnishment Spec Data

aeanea Person ID:
Company: 003 LSUHSC-Hospitals

Garnishments

First KB 4 or 1 N Last

‘Garnishment ID: CSs001 Child Support EFT - Child Support 5]
Assignments

“Law Source: @
“Rule ID: @

DE Definition 1D:

it First Bl g or s B (ast

L=

Exemption Parameters

Exemption Percent 1: Exemption Percent 2: =
Exemption Percent 3: Exemption Percent 4:
Exemption Hours 1: Exemption Hours 2:
Exemption Amount 1: Exemption Amount 2:
Exemption Amount 3;
Dependent/Exemption Count: Allowance Count:
Minimum Exemption: Maximum Exemption:
*Amount Frequency: Montly  ~

Deductions Allowed in DE Calculation

Customize | Find 2 & First Kl 4 or 1 B Last

Plan Type Benefit Plan Deduction Code Deduction Class Limit Percent

ind | =
Limit Amount
S R & I S

Save | [GReturn to Search | [=] Notifty

Garnishment Spec Data 1| Garnishment SpecData 2|
«

=1 Include History | [ correct History | b

Garnishment Spec Data 3 | Gamishment Spec Data 4 | Garnishment SpecData s |

SpecData6| Spe ~
m r
Done G Local intranet | Protected Mode: Off v ®100% v

Step Action

43, Click the Law Source button.
@,
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA » Deductions > Create Gamishments

Sign out

Look Up
Delaware

EEEEEE=EEE-REEEFBEERRRR

€& Local intranet | Protected Mode: Off v B100%

Step Action

44, Only two (2) options are available Law Source: $U and LA.

Click the LA - Louisiana link.
|L5 Lumsmna|

PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

Mew Window | Help | Customize Page | =«

ment Spec Dat Garnishment Spec Data 6 mishment Spec Dat:
T Person ID: e
Company: 003 LSUHSC-Hospitals

Garnishments

‘Garnishment ID: Cso001 Child Support
Assignments Foa st K 1 or+ I st

“Law Source: LA @, Louisiana
“Rule ID: @

DE Definition 1D:

Exemption Parameters

Exemption Percent 1: Exemption Percent 2:
Exemption Percent 3: Exemption Percent 4:
Exemption Hours 1: Exemption Hours 2:
Exemption Amount 1: Exemption Amount 2:
Exemption Amount 3;

Count: Allowance Count:
Minimum Exemption: [ Maximum Exemption:

*Amount Frequency: Wonthly -

m

Deductions Allowed in DE Calculation Customize | Find | View All] & First B 4 or 1 B a5

Plan Type Benefit Plan Deduction Code Deduction Class Limit Amount Limit Percent ’7

M Q\ Q - =]
save | [@MReturn to Search | (=] Notify Hlupd

F\.i‘,—‘l = Include History | [ correct History |

Garnishment Spec Data 1| Garnishment Spec Data 2 | Garishment Spec Data 3 | Garnishment Spec Data 4 | Gamishment SpecData 5 | SpecData6| Spe ~
T ] v
G Local intranet | Protected Mode: Off v WI00% v
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Step Action
45, Click the Look up Rule ID button.

OJ
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

Look Up

Look Up Rule ID

Garnish Law Source: LA
Garnish Rule ID: beginswith = |

Description: begins with = |

LookUp | Clear | Caneel | gasis Looin

Search Results

General Exernption
State Tax Lew

Mo Exemption

Spousal Support
Delinguent student loan
Delinguent student loan
Child Suppart

€ Local intranet | Protected Mode: Off v B0k v

Step Action

46. Click the Child Support link.
|[SUPPORT  Child Suppart
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favorites * Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Gamishments

[ camishment spec Data

New Window | Help | Customize Page | =«

Garnishment Spec Data

Garnishment Spec Data 6 Garnishment Spec Data

aeanea Person ID:
Company: 003 LSUHSC-Hospitals

Garnishments

First KB 4 or 1 N Last

‘Garnishment ID: CSs001 Child Support EFT - Child Support 5]
Assignments

it First Bl g or s B (ast

*Law Source: LA 9. Louisiana EHE
“Rule ID: lsUPPORT @, child Support

DE Definition 1D: LIFHLTHIR Life/Health/Retire not DE

Exemption Parameters

Exemption Percent 1: Exemption Percent 2: =
Exemption Percent 3: Exemption Percent 4:
Exemption Hours 1: Exemption Hours 2:
Exemption Amount 1: Exemption Amount 2:
Exemption Amount 3;
Dependent/Exemption Count: Allowance Count:
Minimum Exemption: Maximum Exemption:
*Amount Frequency: Montly

Deductions Allowed in DE Calculation

Customize All First Kl 4 or 1 B Last

Customize | Find |
Plan Type Benefit Plan Deduction Code Deduction Class Limit Amount Limit Percent ’7

A Al @ e

Save | [GReturn to Search | [=] Notifty

Garnishment Spec Data 1| Garnishment SpecData 2|
«

= Include History | [ correct History | b

Garnishment Spec Data 3 | Gamishment Spec Data 4 | Garnishment SpecData s | SpecData6| Spe ~
m

G Local intranet | Protected Mode: Off v B100%

Step

Action

47.

Click the Save button.
Save
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA » Deductions > Create Gamishments

Message

Warning -- Updates to the address on the Garishment Spec Data 2 page will
notbe sentto Accounts Payahle. (2000,648)

Address changes entered through the Edit Address subpage on Gamishment

Spec Data 2 will not be sentto Accounts Payable systern. The payment will be
sentto the Remiltance Address specified on the Gamishment Payee Table.

Cancel

€ Local intranet | Protected Mode: Off v B00% v

Step Action

48, Click the OK button.

o |

49. This completes Record a Garnishment.
End of Procedure.
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Process Employee Tax Data

Procedure

In this topic you will learn how to Process Employee Tax Data.

Training Guide

Human Resources 9.1 Payroll Training Guide -

HCSD

Step Action

1. Click the Main Menu button.

Point to the Payroll for North America menu.

3. Point to the Employee Pay Data USA menu.

Click the Tax Information link.

PS9HRTRNG: s
PSOHEWEBDEVH1  RcE
Favorites * Main Menu

Personalize Search Menu:

®
3 Self Service 4
(33 Manager Self Service 4
3 workforce Administration 4
3 Benefits 4
& compensation 4
3 Time and Labor r
3 Payrol for North America
3 payral Interface 3 Employee Pay Data USA S
3 Workforce Development g :{:‘gg!;ﬁ:e::ai‘lum £ Deductions [E] Update Employee Tax Data
(3 Organizational Developme £ payrol Distrbution 5 Create Additional Pay [£] Update Tax Distribution
3 Enterprise Leaming £ Pay Period Tax Reports U [E] Request Direct Deposit [£] Employee Tax Information Rpt

£ Workforce Monitoring
3 Set Up HRMS

3 Reporting Tools

3 PeopleTools

(3 LSUHSC Processes 3
(5 my Personalzations

£3 Periodic Payroll Events US =] Update Payral Options
£ U.S. Quarterly Processing =] Search by National D
3 U.S. Annual Processing 4

Done & Local intranet | Protected Mode: Off a v W100% v

Step Action

5. Click the Update Employee Tax Data link.
|_'1 Update Employee Tax Data
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Employee Pay Data USA » Tax Information > Update Employee Tax Data

Add to Favortes | Sign out

New Window | Help |

Update Employee Tax Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Empl ID: beginswith ~[ |
Company: beginswith ~[ @
Name: begins with ~ ’7
Last Name: beginswith ~[ |

Second Last Name: begins with ~
Alternate Character Name: begins with ~

[include History [] Correct History [ Case Sensitive

Search Clear |pasicSearch [6F Save Search Criteria

m ] v

@ Local intranet | Protected Mode: Off v B10% v

Step Action

6. Enter the desired information into the EmplID field. Enter "7 - digit Employee ID
Number™.

7. Click the Search button.
Search
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ite

Data

Federal Tax Data

‘Company: 003
*Effective Date: 04/16/2012 [5]
Updated By: Online Usr

Federal Withholding Elements

*Special Withholding Tax Status:
*Tax Marital Status:

‘Withholding Allowances:

Additional Amount:

Additional Percentage:
*Earned Income Credit Status:

cal Tax Data

Training Guide
Human Resources 9.1 Payroll Training Guide -
HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favorites * Main Menu > Payrol for North America > Employee Pay Data USA » Tax Information > Update Employee Tax Data

Mew Window | Help | Customize Page | i

LSUHSC-Hospitals

Date Last Updated:

None

Single - single
[T Check here and select Single status if married but withholding at single rate.

5
$0.00
0.000

Not applicable
Exempt from FUT

Person ID:
First Kl 1 or4 B Last
3] =]

05/18/2012

save | [GMReturnto Searchl =1 Notify | % Refresh |

Federal Tax Data | State Tax Data | Local Tax Data

EUpdateJDsulayl = Include History | B co

Y

Done G Local intranet | Protected Mode: Off v B10% v

Action

Click the Add a new row at row 1 button.

Enter the desired information into the Withholding Allowances field. Enter "2".

PSOHRTRN... e e
PSSHEWEBDEV11 RCE

Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data
Mew Window | Help | Customize Page | B
cal Tax Dala

e

Data

Federal Tax Data

Person ID:

First B 4 or2 D ot

‘Company: 003
*Effective Date: 051182012 [+
Updated By: Online Usr

Federal Withholding Elements

*Special Withholding Tax Status:
*Tax Marital Status:

Withholding Allowances:
Additional Amount:

Additional Percentage:
“Earned Income Credit Status:

LSUHSC-Hospitals

Date Last Updated:

None

Single -

[T Check here and select Single status if married but withholding at single rate.

2
$0.00
0.000

Not applicable
Exempt from FUT

HE

05/18/2012

single

» W-4 and W-5 Processing Status

¥ Lock-In Letter Details
» State Tax Options
¥ Tax Treaty/Non-Resident Data

save | [@hReturn to Searchl =1 Notify | % Refresh |

Federal Tax Data | State Tax Data | Local Tax Data

EUpdateJDsulayl =1 Include History | Brc

< m

E

&

Done €. Local intranet | Protected Mode: Off A v R10% v
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Step Action

10. Enter the desired information into the Additional Amount field. Enter *50.00".
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Federal Tax Data | State TaxData || Local TaxData

Person ID:
Find | View Al First B 4 or2 B Last
Company: 003 LSUHSC-Hospitals FHE=
“Effective Date: (0511812012 5]
Updated By: Online Usr Date Last Updated: 0511812012

Federal Withholding Elements

*Special Withholding Tax Status: None -
*Tax Marital Status: Single - single
[] Check here and select Single status if married but withholding at single rate.
Withholding Allowances: [ 4
Additional Amount: [ soon
Additional Percentage: 0.000
*Earned Income Credit Status: Not applicable -

Exempt from FUT

» W-4 and W-5 Processing Status

Favorites * Main Menu > Payrol for North America > Employee Pay Data USA » Tax Information > Update Employee Tax Data

(5l save | [GReturnto Searchl =] Notify | £ Refresh | EUDda‘eJDssu\ayl = Inciude History | 2 Correct His

Federal Tax Data | State Tax Data | Local Tax Data

Training Guide

MNew Window | Help | Customize Page | i

<[ n

Done G Local intranet | Protected Mode: Off v B10% v

Human Resources 9.1 Payroll Training Guide -

HCSD

Step

Action

11.

Click the Save button.
Save

12.

This completes Process Employee Tax Data.
End of Procedure.
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Update Data on a Payline

Procedure

In this topic you will learn how to Update Data on a Payline.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize SearchMenu:

3 Seff Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring
3 set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

v e v v r T vy vr v v vy v A

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the Payroll for North America menu.

Point to the Payroll Processing USA menu.

Point to the Update Paysheets menu.

gl w

Click the By Payline Security menu.
| =] By Payline Security
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets » By Payine Security

Add to Favorites |

Sign out

New Window | Help |

By Payline Security

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). (300

Company: beginswith |
Pay Group: beginswith ~ [
Pay Period End Date: = -
off Cycle ? i

Page Nbr: = LI I Y
Line Hbr: = -0
Empl ID: beginswith ~ [
Job Pay Data Change: = - -
Partial Pay Period a

Name: beginswith ~ [
[[Icase Sensitive

Search Clear |pasicSearch [6F Save Search Criteria

3

7] m ]

Done @ Local intranet | Protected Mode: Off v B10% v

Step Action

6. Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number™.

7. Click the Search button.
Search

8. Click the 01/08/2012 link.
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets » By Payine Security

Payline | One-Time Deductions | One-Time Garnishments | One-Time Taxes

John Doe, Empl ID:

MNew Window | Help | Customize Page | B

Payline Details

Find | view a1 First K 1 or 1 Bl Lost

Company: 003  PayGroup:  EBN “Pay Period End Date:  [P1/082012 @, [Joffcycle [Imanual Check

*Page: 17/&, Line: 2 Empl Record: S BenefitRecord: 0
Check Number: Check Date: Total Gross: HNet Pay:
Transaction Message: No Message

Eind | View Al First B0 4 or s I Lost

[l oK to Pay Job Pay [T override Hourly Rate [T] Ho Direct Deposit [#[=]
Gross-Up TL Records
Reg Hours: OT Hours: Hourly Rate: 12913902  Reg Salary:
Reg Rate Code: OT Rate Code:
Shift: /A State: LA Locality:

Earnings Begin:  01/02/2012 Earnings End: 01/08/2012 Additional Data

Other Eamnings

Customize | Find | View A E0 | 28 First Bl 4 o4 B L ast

o e ﬁmrr

Home | AddtoFavortes |  Sign out

Training Guide
Human Resources 9.1 Payroll Training Guide -

HCSD

@ @, | [ ] [=]
[ save | (G Return to Searcn | ] previous in List | ] tiewt i Lst | = ety | £ Refresn |
Payline | One-Time Deductions | One-Time | One-Time Taxes
< n ] »
Done € Local intranet | Protected Mode: Off A v R100% v
Step Action

Click the OK to Pay option.
[ oK to Pay

10.

proceeding the next step.

NOTE: The Reg Hrs field must be blank in order for system to calculate Other
Earnings entries correctly. If the field is populated, delete the entry before

11.

Click the Look up Code button for Other Earnings.

QL

a

12.

Enter the desired information into the Earnings Code field. Enter "T".

13.

Click the Look Up button.
Look Up

14.

Click the TRA - Term - Annual BW link.
|E TERM - ARMUAL By |

15.

Enter the number of Vacation hours to be paid.

Enter the desired information into the Hours field. Enter *203.45".

16.

Click the Add a new row at row 1 button.

+]

17.

Enter the Code for K Time.

Enter the desired information into the Code field. Enter "TRK".
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Step Action
18. Enter the number of K-Time hours to be paid.

Enter the desired information into the Hours field. Enter "135.3".
19. Click the Add a new row at row 2 button.

L+
20. Enter the Code for 1.5 K-Time.

Enter the desired information into the Code field. Enter "TOK".
21. Enter the desired information into the Hours field. Enter "68.6".
22. Click the One-Time Deductions tab.

[ One-Time Deductions

PSOHRTRN:s

PSYHEWEBDEV11  Rcs
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets » By Payline Security

New Windaw | Help | Custamize Page | i

Payline || One-Time Deductions || One-Time Camishments | One Time Taxes

John Doe: Empl ID:

Payline Details Find | view Al First Kl 4 or 1 B Last
Company: 003  PayGroup: EBN Pay Period End Date: 01082012 | Off Cycle "I manual Check

Page: 17 Lines 2 EmplRecord: 0 Benefit Record: 0

Transaction Message: No Message

Deductions

Find | View Al First B 4 ora B Last

OK to Pay [#[=]
*Benefit Deductions Taken: Deduction Benefit Deduction Subset ID: B
“General Deductions Taken: Deduction  ~ General Deduction Subset ID: @
One Time Deduction Data Override Find | view Al First Kl 1 or 1 B Last
*Plan Type: ~ Benefit Plan: @ H[E=
“Deduction Code: & “Deduction Class: | %
*Sales Tax: [B 1% None “One Time Code: ~ OVermide M
Flat/Addl Amount: RatelPercent:
“Calculation Routine; ~ Flat Amount s
save | [ Return to Search | 4] Previous in List ot Lst | i notiy | £ Refresn
Payline | One-Time Deductions | One-Time | One-Time Taxes
7 0 | i
Done G Local intranet | Protected Mode: Off Fh v W10% v

Step Action

23. Click the button to the right of the Plan Type field.

-]

24. Click the Down button of the scrollbar.

[-]

25. Click the Medical list item.

 Medical
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Step Action
26. Click the Look up Benefit Plan button.
OJ
217. Click the Down button of the scrollbar.
28. Click the HMBC-P - HMO BCBS-LA BTAX link.
| HMBC-P  HMO BCBS-LA BTAX
29. Click the Look up Deduction Code button.
OJ
30. Click the HLTNG6O link.
|HLTMED HMO BCES-LA ATAX |
31. Click the Look up Deduction Class button.
OJ
32. Click the Non-Taxable link.
33. Click the button to the right of the One Time Code field.
34. Click the Refund list item.
35. Enter the amount to be refunded.
Enter the desired information into the Flat/Addl Amount field. Enter "226.19".
36. Click the Add a new row at row 1 button.
+]
37. Click the button to the right of the Plan Type field.
38. Click the Down button of the scrollbar.
39. Click the Medical list item.
[ueaical |
40. Click the Look up Benefit Plan button.
i
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Step Action
41, Click the Down button of the scrollbar.
42. Click the HMBC-P - HMO BCBS_LA BTAX link.
|[HMEC-F  HMO BCBS-LABTAX |
43. Click the Look up Deduction Code button.
OJ
44, Click the HLTP60 - HMO BCBS-LA BTX link.
|HLTF'EIII HWO BCES-LA EITP-.}{|
45, Click the Look up Deduction Class button.
46, Click the Nontaxable link.
47. Click the button to the right of the One Time Code field.
48. Click the Refund list item.
[Refund |
49, Enter the amount to be refunded.
Enter the desired information into the Flat/Addl Amount field. Enter "365.49".
50. Click the Save button.
[5] save
51. This completes Update Data on a Payline.

End of Procedure.
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View Paycheck Data

Procedure

In this topic you will learn how to View Paycheck Data.

Training Guide

o LSUHealth Human Resources 9.1 Payroll Training Guide -

HCSD

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Search Menu:

I ®

3 Seff Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

Personalize

v e v v r T vy vr v v vy v A

€ Local intranet | Protected Made: Off

‘v R10% <

Step Action

2. Point to the LSUHSC Processes menu.

Point to the Payroll menu.

Point to the Inquire menu.

gl w

Click the Pay Check menu.
| I Pay Check
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PS9HRTRN:s0

PSOHEWEBDEV11  RcB Add to Favorites | Sian out
Favorites ' Main Menu > LSUHSC Processes > Payrol > Inquire > Pay Check

New Window | Help | ]

Pay Check
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
Maximum number of rows to return (up to 300). (300
Company: begins with ~ @
Pay Group: begins with = @
Pay Period End Date: = - @,
off Cycle ? m
Page Nbr: = LI - Y
Line Hbr: = - @
Separate Check Nbr: = -
Paycheck Number: = -
Empi ID: begins with ~
Name: begins with ~
[T case Sensitive

Search | Clear |Basic Search [GF Save Search Criteria

<[ I ] »
Done @ Local intranet | Protected Mode: Off v W10% v

Step Action

6. Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number™.

7. Click the Search button.
Search

8. Click the 12/25/2011 link.
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites ' Main Menu > LSUHSCProcesses > Payrol > Inquire > Pay Check

Add to Favorites ian out

Mew Window | Help | Customize Page | B

]

Paycheck Eamnings | PaycheckTaxes ||| Paycheck Deductions

Empl ID: . Name: Do
Company: 003  PayGroup:  EBI

12/25/2011  Page: 12 Line: 1 ‘Separate Check:

Paycheck Status:  Confirmed Paycheck Option: Advice Earnings: 2,581.93
Taxes: 530.08
Issue Date: 1212012011 Paycheck Number: Deductions: 136.88
oft Cycle Reprint Adjustment Corrected Cashed Net Pay: 101497
~ Eamings First Bl 4 or 4 B Last
BeginDate:  12A2/2011 EndDate: 121252011 AddiLineNbr: 1 Reason: Mot Specified
Empl Record: 0 Benefit Record: ] Additional Data

Hours: 0.00 Hours: 0.00 Hours: 0.00
Rate: 21387126 Rate: 0.000000 Rate: 0.000000
Eamings:  0.00 Eamings: 0.0 Eamings:  0.00
Rate Code: Rate Code:
Rate Used: Hourly Rate Shift: NIA Shift Rate:
State: LA Locality:

Other Earnings
 Other Eamings Details 1 [GierEamnge DeEIE )

CER  CERTIFICATION PAY Hourly Rate 77.40 3.000000 23220
DP1  DEPARTMENTICRITICAL Hourly Rate 77.40 4.000000 309.60
HOL  HOLIDAY ENTITLEMENT Hourly Rate 12.00 21387126 256.65
KTE  COMP TIME @1.0 EARNED Hourly Rate 16.00 21387126 342,19
. rLBs LEAVE - SICK BIWEEKLY WAGE Hourly Rate 850 21387126 14116 ‘ o
@ Local intranet | Protected Mode: Off v B10% v

Step Action

9. View paycheck information.

Click the Down button of the scrollbar to view additional paycheck information.

N

10. Click the UP button of the scrollbar.

]

11. Click the Paycheck Taxes tab.

Paycheck es
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites ' Main Menu > LSUHSCProcesses > Payrol > Inquire > Pay Check

Mew Window | Help | Customize Page | B

Paycheck Eamings | Paycheck Taxes | Paycheck Deductions

Empl ID: - Name: Do
Company: 003  PayGroup: Ei

12/25/2011  Page: 12 Line: 1 Separate Check:

Paycheck Status:  Confirmed Paycheck Option: Advice Eamnings: 2581.93
Taxes: 530.08

Issue Date: 12/29/2011 Paycheck Number: - ao— Deductions: zEEm
off Cycle Reprint Adjustment Corrected Cashed Net Pay: 1,914.97

v Taxes
[ Tax Details 1 [ TaxDeEe 20 [ITexTios

[TaxEntity  (State  [Resident |Locality Locality Name Tax Class

US Federal 258193 3743
US Federal 244505 406 46
US Federal 258193 3743
State LA Y 244505 86.19
State LA

~ 1042 Taxes Customize | Find | View All| & First I 4 or 4 B Last

State. (Country Tax Rate Taxable Gross Tax Amount [Income Code |Income Type Withholding Allowance

0.000000 0.00

[&hReturn to Searchl ] Previous in List | 4] Next in List | [=] Notify |

Paycheck Eamings | Paycheck Taxes | Paycheck Deduclions

ol m

Done € Local intranet | Protected Mode: Off

H100% v |

4
s
Y

Step Action

12. View the Paycheck Taxes page.

Click the Paycheck Deductions tab.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Empl ID: . Name:  Doef John

Company: 003 PayGroup: EBW Pay Period End:

Favorites ' Main Menu > LSUHSCProcesses > Payrol > Inquire > Pay Check

Paycheck Eamings Paycheck Taxes Paycheck Deductions

Training Guide
Human Resources 9.1 Payroll Training Guide -
HCSD

Home | AddtoFavortes |  Sign out

MNew Window | Help | Customize Page | B

12/25/2011 Page: 12 Line: 1

Paycheck Status:  Confirmed Paycheck Option: Advice Eamnings: 258193
Taxes: 53008

Issue Date: 12/29/2011 Paycheck Number: Deductions: 136.88
off Cycle Reprint Adjustment Corrected Cashed Net Pay: 1,914.97

Separate Check:

~ Deductions
" Deduction Details 1 {Deduction Detais 2 | Deduction Detais 3

Deduction Code Description Calculated Base
RET020 LASERS ACT 75 Before-Tax 136.88 171098
RET020 LASERS ACT 75 Montaxable 43801 171098

customize | Find | view A1 | G0 | B First Bl 42 op 0 B0 Last

» Net Pay Distribution

CheckiAdvice Number

aee o Checking pr——

First Kl 4 or+ B Last
Amount

aus i 191497

[GReturn to saarcnl #Z] Previous in List | 4= Nextin List | [=] Hotify |

Pavcheck Eamings | Pavcheck Taxes | Paycheck Deductions

<

m ] v

Done

@ Local intranet | Protected Mode: Off v B10% v

Step Action

13. Click the Garnishment Expand section button.

F Garnishments

14. View the Garnishments page.

Click the Garnishment Collapse section button.

w Garnishments

15. Click the Return to Search button.
E\f"Retu rn to Search

16. This completes View Paycheck Data.
End of Procedure.
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View Payroll Error Message

Procedure

In this topic you will learn how to View Payroll Error Messages.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

/04 to Favorites

Personalize Search Menu:

3 Seff Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

v e v v r T vy vr v v vy v A

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the Payroll for North America menu.

Point to the Payroll Processing USA menu.

Point to the Review Processing Messages menu.

gl w

Click the Review Payroll Error Messages menu.
| |_'1 Review Payroll Error Messages
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favorites * Main Menu > Payrol for North America > Payrol Processing USA > Review Processng Messages > Review Payroll Error Messages

Add to Favortes | Sian out

New Window | Help |

Review Payroll Error Messages

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). (300

Company: beginswith ~[ @
Pay Group: beginswith ~ [ @
Pay Period End Date: = Y
off Cycle ? i
Page Nbr: = -
Line Hbr: = -0
Pay Run ID: beginswith ~ [ @
Process Instance: = - ’7
Search | Clear |Basic Search [GF Save Search Criteria
ol m ] v
Done

@ Local intranet | Protected Mode: Off v B10% v

Step Action

6. Enter the desired information into the Pay Run ID field. Enter "9 - character Pay
Run ID".

7. Click the Search button.
Search
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites

Company: 003 Pay Group: Pay Period End: 01/08/2012 Off Cycle
Page: Line: Process Instance: 1214520
Empl ID: EmplRecord: 0
Eind [ View Al First Bl 4 oe 4 Il Last
Separate Check:
Message ID: 005019
Description: The employee shown below had an Employment Status change prior to the Pay Period End Date,
which prevents some payable time from being paid to the employee. The time will remain
unprocessed with a payable status of Rejected By Payroll. Create a paysheetto load time to be =
paid; otherwise, Adjust Paid Time to close rejected time that should never be paid. This error was
generated by the Time and Labor Load Process (PSPLDTL2)
Maeccana Nata: | ina Emnlid) | ina 2 fEmnl Red) | ine 2 fEarliact Nata nfl Innrncacead Ravahla T
Message Data:
000
2012-01-08
[@hReturn to Search | [=] Notify

Home |
Main Menu > Payroll for North America > Payroll Processing USA > Review Processing Messages > Review Payrol Errar Messages

Review Payroll Error Messages

MNew Window | Help | Customize Page | i

Training Guide

Human Resources 9.1 Payroll Training Guide -

HCSD

Add to Favorites | Sian out

€ Local intranet | Protected Mode: Off

v ®m100% -

Step Action

error message.

[@hReturn to Search

Click the Return to Search button or click the Next in List button to view the next

This completes View Payroll Error Messages.
End of Procedure.
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