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Introduction

Thisarticleis toinstruct youhowtoaddaFederal TaxLevy under Employee Management > EmployeePay >
Garnishments.

Garnishments

Access the Garnishments screen by going to Employee Management > Employee Maintenance > Garnisnments.
Select theemployee.

4 AddNew (2 Edit W Delete & Refresh

Garnishment Type

*Garnishment Type: Federal Tax Levy v

Start Date: ;1] 0
*Sequence Number: 0
*Description:| Tax Levy

State: v

Make the following selections:

o Garnishment Type: Select ‘Federal TaxLevy” fromthe drop-downmenu.

e StartDate: This fieldisoptional. Whenused, the garnishment would startif the date entered hereis less than
orequal to the Period End Date of the payrall. Ifleft blank, the garnishment will start with the next scheduled
payroll.

e Sequence Number: Garnisnmentsare processed by the sequence number entered. A garnishment by law will
determine the sequence. Please check withthe agency if youare unsure of its priority. Child support always
will have highest priority unlessa Federal Taxlevyis received prior to the child support. Therefore, if the
Federal Tax Levy is received first, the sequence shouldbe zero (0). If the Federal Tax Levy is received after a
Child Support, the Child support should have a Sequence of zero (0) and the Federal Tax Levy shouldhave a
Sequenceofone (1).

e Description: Printsonreports and paychecks.

e State:NotrequiredforFederal Taxlevies.
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Payee

Client Payee
Internal Revenue Service - Webber, Maxwell J v

ACH Payee

Case Number:

FIPS Code:

Medical Support Required

Client Payee: Thisdrop-downincludesall third parties set up under Client Management > Payroll > Third
Parties whenthe third-party typeis ‘Garmishment Payee.” See the document “Third Party Payment” for d etails.
ACH Payee: Thisdrop-downwillinclude allChild Supportpayee’s set up at the System-level.

Case Number: Thisfieldis usedto enter a case number toprint onthe third -party check and asa reference.
FIPS Code: Not required for Federal Taxlevies.

Medical Support Required: Not required for Federal Tax levies.

Garnishment Calculation

Percent: Whenselected, the Percent fieldis enabled. The percent of a Federal Taxlevy isalways 100%6. Enter
100.

Percentage of: The defaultis Disposable Income. Leave the default since the Internal Revenue Service gives

youthe Take Home Pay after taxes and optional existing deductions per the court order.

Not to Exceed %: Alwaysleave blank for Federal Taxlevies.

Dependent Exemption: For any garnisnments indicatingan exemption for dependents, enter the exemption

amount. The total amount calculated by the garnishment willbe reduced by the exemptionamount entered.

Hereis anexample:

Garnishment Calculation
(@) Percent
() Amount
*Percent. 100.0000
*Percentage of: Disposable Income hd
Mot To Exceed $:

Dependent Exemption: 50.00 ﬂ
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Per Pay Fee

Fee Amount: The Internal Revenue Service currently does not allow for anemployer-based fee. Always check the court
order forany changes.

Disposable Income

Deductions: All deductions set up at the company level willappear under Disposableincome. Select any of the
deductionsalready set up onthat employeelevel deduction orbenefit screen that the Court Order allows. By doing
this, the Disposable income becomes:
e (Grossminus taxes minus deductions selected
e 100% percent of that amount subtracted from the Minimum take home pay willbe sent tothe IRS as payment
oftheFederal Tax Levy garnishment

Disposable Income

U rmined by subtracting Taxes

Disposable income w

and any Deduction d below from Gross Pay

(] Voluntary Deduc

Pretax Medical

Pretax Dental

[ 401K

[J 401(k) Roth -

Minimum Take Home Pay

Perthe instructions onthe screen, enter zero (0) inthe Override Multipliers field and the Minimum Take Home Pay from
the court orderorchartinIRS Publication 1494 obtained withthe 668W.

Hereis anexample witha Minimum Take Home Pay of $765.19.

Minimum Take Home Pay

Default Calculation: Federal minimum wage times 30. To
override the default calculation, enter a per week multiplier.

Override Multiplier:| 0.00
Additional Amount:| 765.19
To override the take home pay calculation with a dollar

amount, enter 0 in the Override Multiplier and enter Additional
Amount as minimum take home pay.
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Theemployee's NetPay will equal the amount entered inthe minimum take home pay additional amount $765.19 +
$50.00 dependent exemption amount equaling S815.19. The remaining net pay will appear as the Tax Levy Deduction
amount:

Check Type Maxwell J Webber
POk et 1452 Market Place
Period End 22002 Apt 3
Perlod Bagin 2772021 Check Amt
Payral Run # Chock & CHICAGO, IL 60605
uTMC
Curr Howrs Curr Doitars Y10 Hours YTD Oodlars Ourr Doflars YTD Doltars
Rrg.tar 80 00 3651 85 80.0¢ 3551 85 | Tax Lewy 1767.77 1767.77 )
Medcal ER a0 50 00 0.0 5000

Limits and Balances

The Court orderreceived from the IRS (668W) will indicated the TaxPeriod and the total amount due based onthe
current amount. However, the IRS willcontinue to addinterestto that amount until paidin full. Therefore, itis bestnot
to enter the total amount due under limit since the system would stop the garnisnment when the balance reached
zero. Please wait untilthe Form 668D isreceived fromthe Internal Revenue Service before entering either a limitof
zero (0) oranExpiration Date.

Itis bestto enterthe Expiration Date whenthe 668D wasreceived.

Here are the options under Limits &Balances:

Limits & Balances

Annual Cep o

e ExpirationDate: The garnisnment willstop whenit reaches the date entered.

e Limit: Thebalance owedonagarmnishment. The deductionwill stop automatically whenthe systemreaches
Zero.
Note: IfbothExpirationDate and Limitisentered, the deductionwill stopat the onethatis reached first

e Remaining Balance: Thisfieldis read-only, andonly populated if thereis alimit. The remaining balance
calculationis (limit-taken) = remaining balance. If the limit amount is changed, the remaining balance will be
changed after the payroll processes.
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e ArrearsBalance: Anarrears balance is accumulated if the entire periodamount for the garmishment could not
bewithheld, the systemwilltry totake the arrears balance in future payrolisif the employee has enough
disposableincome.

o UpdateArrears Balance: The amount entered inthis field will update the current balance with the next payroll
processed.

e Annual Cap: Wnenanamountis entered, the garishment deduction will stop for the yearwhenthe YTD
amount = Annual Cap is reached and thenwillresumeinthe following year. If the YTD garmnishment goes below
the Annual Cap at any time during the year, and the garnisnhment deduction has stopped, it would resume for
the year (userincreases the Annual Cap amount or a check is voided with a garnishment deduction).



