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Introduction

This article walksyouthroughthe options that may be available to add a deductionto anemployee’s profile. The
optionsavailable will be reflected based onthe client’s request to the Service Bureau to customize a deduction
routine. Ifanemployee has insufficient net pay to take a deduction, isolved willautomatically track the balance.

isolved benefits functionality is another method to automatically create a deduction foritems suchas medical, dental,
visionorinsurance plans. When benefits have been configured by the isolved benefits specialist, a deduction willbe
governed by the benefit rules. These deductions willbe listed onthe Deduction screen but will be updatedonthe
Employee Benefit Plan screen.

Employee Deduction
Navigate to Employee Management > Employee Pay > Deductions. Select the employee.
Alistofall deductions set up at theclientlevel willbe available. Select the deduction you want toadd or update.

Theoptions based onthe clientlevel setup will be available on theright-hand side of your screen. These options can
vary based onthe client’'s requestwhenoriginally set up. If youneed to add or change these options, you must reach
out to your Customer Service Representative.
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Arroars Information

Here are some of the optionsavailable:

e Pay ftem: This fieldishard-codedwiththe deduction name you selected by highlighting the deductionname
ontheleft sidemenu. These are all deductions configured onthe client level that allowemployee overrides.

e Reference: Optional. May be good for aloannumber or policy number. If added, itisavailable inreports.

e Default Schedule: The schedule set up at the client level per client's request. Thisindicates how oftenand
whenthe deductionwillbe withheld from the employee’'s check.

e Schedule Override: This optiononly appears ifrequested by theclient. If the employee selected needsthe
deductionselected tobe withdrawnon a different schedule then the default, select the scheduleinthedrop -
downmenu.
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Start Date: Optional. The deductionwill beginwiththe next payroll if none selected. If future dated, will begin
whenthe period begins, and end dates periodare included inthe Start Date.

IMPORTANT: Do not add a future start date and amount if an existing amount appearsunder a deduction. In
doing this, the original deductionis overriddenand willno longer be withheld from the employee’s check.
Stop Date: Optional. The deduction willend whenthe period begins, and end dates areincluded inthe Stop
Date. Youarealso able tochange the Amount and/or Percent to zero and nothing willlbe withheld starting with
the next payroll.

Balance: The balanceis only availableif the client requested for isolved to track the balance of a deduction. If
available, anamount mustbe entered for the amount tobe withdrawn. If thereis no balance, the systemwill
assumethedeductionis paidand not withdraw the amount entered. When the balance reaches zero, the
deductionwillautomatically stop.

Amount: The dollaramount of the deduction to be withdrawn from the employee’'s paybased onthe schedule
entered.

Percent: This optiononly appearsif the deduction canbe entered ineither anamount or a percent like 401K or
403Btypedeductions.

ApplyArrears Balance: This optionisonlyavailable if client requested. Whenthis ischecked at the client level,
the followingroutine willbe available:

Note: Any shortage notwithdrawnwillautomatically be withdrawnalong with the scheduled deduction with
the next payroll.

Balance: Thisis systemgenerated and calculated each payroll.

Update Arrears Balance: Thisis usedto change the balance. Forinstance, ifanemployee gives youcashto
reduce their balance. Youmay enter the new amount here, and it will be updated with the next payroll
processing.

Max Per Check: If youwant to pay the balance over time, as opposed todoing so inone lump -sum, the Max Per
Check canbeused. Inthe sample screen shot, the balance will be repaid at S5 per-check until the balance
reaches zero.

Arrears Information
Apply Arrears Balance
Balance: $0.00
Update Arrears Balance: 20.00

Max Per Check: 5.00

Onceall optionsare completed, click Save toadd the deduction to the employee’s record.
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Note:
Please watch for this specific scenario whenusing the Arrears Balance.

1. TheClienthas "Allow Apply Arrears Employee Override” checked onthe client level deduction screen.

2. Theemployeehas "Apply Arrears Balance" checked with a balance (Save) .

3. Aspecificemployeehas "Apply Arrears Balance" unchecked butthe balance was notremoved.

4. Aclienthasthe"Apply Arrears by Default’ checked and leavesthe "Allow Apply Arrears Employee Override”
checked

Result:
Employee wi//nothave the "Apply Arrears Balance” checkbox checkedeventhough"Apply Arrears by Default’ is
checked.

Employee Deduction Import

Navigate to ConversionManagement > DataImports. Select the following toimport multiple employee deductions at
onetime:

Data Imports

Import Flle Import Options
Import Type  Deductions v
*Template: Default - “Default Company.  Dniversity Training Management Company -

Spreadshest (Excel) v *Default Pay Group: | Beweekly v

«Attach File  Deductions xisx *Import Key.  Employee Number Vv

lgnoce Import Records With Erroes

e Import Type: Select "Deductions” fromthe drop-downmenu.
e Template: Select "Default.”
o File Format: Select the format of the filebeingimported. The acceptable File Formatsinclude:

o Spreadsheet -Excel
o CommaDelimited File (CSV)
o Fixed FormatFile

e AttachFile: Clickontheellipsisiconand select the fileto import.
o Default Company: Ifimportingone company infile, selectthe Default Company inthe drop-downmenu.

o Ifthereisonly onecompany associated with your account, no drop-downwillbe available.
o Ifimportingmultiple companiesintheimport file, add a columnontheimport file titled “"Legal” and it will
overridethe default chosenhere.
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e DefaultPay Group: Ifimporting onePay Groupinfile, select the Pay Group in the drop-downmenu.

o Ifthereisonly onePay Groupassociated with the Default Company, no drop-downwill be available.
o Ifimportingmultiple Pay Groups inthe import file, add a column onthe import file titled “PayGroup” and
it will override the default chosen here.

o Import Key: Selecteither:

Employee Number
Social Security Number
o TimeClockID - Ifselecting TimeClock ID, make sureanentry is made per employee under Employee
Management > Employee Maintenance > General. The entry appearsunder Employment Information >
TimeclockID.

e Ignore Import Records with Errors: If thereis a formatting errorinthefile, it willignore allentries with errors and
onlyimport itemswithout errors.

o ClickonNext: This reviews your file for validinformation and formatting, mapping.

e Review Warnings &Errors: Anexcelspreadsheet canbe viewedwitherrorsor warnings. Correct andrepeat

process.

Note: Youcanimport the file withwarnings.However, unless you select “Ignore Import Recordswith Errors,”
youarenotableto import the file with Errors.
o ClickNext: By selecting this, itcommits the fileand information to the system.

Note:

Ifyoudo nothaveaccess tothisscreen, please contact your Customer Service Representative toimport the file

foryou.

Yourimportfile canbe created inany acceptable format and contain the following headings:

ColumnHeading

Information from isolved

Notes

. Optional. Only usedifimporting more than
Legal ClientID PH ZNly USSAIimportingmor
onelegalinthefile
Optional. Onlyusedifimporting more than
PayGroup Pay Group Name onePay Group inthefile
e Either SSN, Employee Number or Canbe found under Employee Management
v TimeClockID > Employee Maintenance > General
Exact name with spacingand upper/lower
Payltem Titleofdeduction caseexact. Appearsunder Employee
Management > Employee Pay > Deductions
Either Amount; Percent, Limito o
ParamType Rlater . ' miter How the deductioniscalculated
Dollar, percent, limit orrate ofthe
ParamValue
Pay Item peremployee
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| ColumnHeading Information from isolved Notes ‘

Only ableto changeifclient level

deductionis set to override

Schedule , Defaults to every pay
*Contact your Customer Service

representative for overrides

Only used forPay Items set upwith

Balance Enter dollaramount o
declining balance

StartDate Start date fordeduction; defaultis | Optional. Onlyenter if no existing deduction

next scheduled payroll and want to start inthe future
‘ tional. Y Isoch th
StopDate Stop date fordeduction Optional. You rr:aY aspehangethe
ParamValueto 0
ReferenceNumber Optional

Note: The columnheadings donot containaspaceinthe name.
Other options may be available to addbased onyour Client level setup.
Hereis anexample ofaDeductionimport:

|| Legal ¥ | PayGroup v | Key - | Payltem v |ParamType |~ ParamValue + | Schedule ~ |Balance
||MAY3876 Executives 111-22-5555 Medical Pre-tax  Amount 127.55 Y
|| MAYIETE Executives 111-22-5556 Medical Pre-tax Amount 191.34 Y
|| MAY3876 Executives 111-22-5557 Medical Pre-tax Amount 127.55 Y
|| MAY3876 Biweekly 111-22-5558 Medical Pre-tax Amount 88.31Y
|| MAY3876 Biweekly 111-22-5559 Medical Pre-tax Amount B88.31Y
|| MAY9876 Biweekly 111-22-5560 Medical Pre-tax Amount 58.86 Y
|| MAY9876 Biweekly 111-22-5561 Medical Pre-tax Amount 58.86 Y
|| MAY3876 Biweekly 111-22-5562 Medical Pre-tax Amount 88.31Y
MAYIETE Biweekly 111-22-5563 Medical Pre-tax Amount 88.31Y
: MAY9B76 Biweekly 111-22-5564 Medical Pre-tax Amount 58.86 Y
|| MAY3876 Biweekly 111-22-5565 Medical Pre-tax Amount 88.31Y
|| MAY9276 Biweekly 111-22-3566 Medical Pre-tax Amount 88.31Y
|| MAY9876 Biweekly 111-22-5567 Medical Pre-tax Amount 88.31Y
|| MAY9876 Biweekly 111-22-5568 Medical Pre-tax Amount 88.31Y

Onceimported, youcanreview your changesunder Employee Management > Employee Pay > Deductionsforeach
employeeinthefile.



Jsolved

Employee Deductions
Help Docs

Reports

"W g

The "Payroll Summary,” “Payroll Register,” "Exceptions,” and *‘DeductionRegister” reports are available with every
payroll withinthe Preview Payroll or Process Payroll screen.

Any new deductionsadded since the lastpayrollwill appear on:
e NewEmployeeand Change Audit Preview

Clawt ID:  TARMAT - 3w 2030 Tae Tt I NEW EMPLOYEE AND CHANGE AUDIT PREVIEW Period Begis Dater 172079
Pay Group: Bwessly June 2020 Tax Teat Inc Paried End Dute: & 3003
Check Dates W00 Pay Period: &
Run Dote: 777/ X000 Puyrodl Type: Foguie Pl
New Employoes

I *** NO NEW EMPLOYEES ADOED THIS PAYROLL ***

Employoe Updates
|Employen 1D Mame Catagory Dwmcriptum Provieus Vdue N Vitim Datw  Tives L Nacrie
e Davw! 0 Bartad) Dadaction Mycicnl Pre-tan - Anoent W TR0 1359 ™ NTrweeng

Ifthe employeedidnot have enoughnet pay or didnot get paidat all, the shortage willappear on:
e EXxceptionsReport

—_—
Cllawt D TANSEET - Jume 2000 T Twnt B EXCEPTIONS PREVIEW Period Beghn Dute: 3172000
Poy Groupe  Bnncehly June 2020 Tax Test Inc Pariod End Date: 430 2000
Chack Datsc ¥ /2000 Pay Pacled: 9
Run Datee 777,3000 Payrll Type: Ropoer Feped
Company Exceptions:
Type Excoption Description
Mzssng Tax 1D - Otio Tax 1D & missing foe the tax Ot OCA

Tax & Deduction not takan dus o insufficient net pay:
Department Emgloyoe ID  Rasne Type Title Calculated Tahen
1002 Darid 8 Banfied Pre-Tas DED MeSaat Pre-tax 50.00 40.00

The shortage amount willappear under Employee Management > Employee Pay > Deductions for that specific
deductionas anarrear onethepayrollisprocessed.

Alllist ofall deductions withdrawn ina specific payroll will belisted on:
e DeductionRegister Preview

Cliont 1D: TANSEEY - Sumer 2020 o Tint trc DEDUCTION REGISTER PREVIEW Period Begin Dwte: 4172000
Pay Group:  Sweady 2une 2020 Tax Test Inc Period End Dater 400000
Check Dot 7000 Pay Pevied: 9
Mun Dwle: )7/ 2000 Payrall Type: Sepde Papd
Ovinson Departmant  Emp # Emplayes Name Type Scheduled Amts  Arrears Information Currat MTD QYD Yo
0o2 Barfiok:, Davice 8
Mateal Me-tm 450 00 I Appty N Accrumd 1000 Takun 8 00 Bt 1020 I 40 20 4020 4000 40.00
| |
REPORT TOTALS: Currem MTD Qm YO
WModical Protax &M 40.00 4000 ©.0m

Note: Any arrears balance and the applicable routine will be listed



