Setting Up Gar nishments

Note: For states other than

Ca. set up normal deduction.
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To set up a garnishment you must first set it up on the Employee side, then link it on the
Company side page 4. After you have Selected the Company, hit Ctrl. L or select Modify
under the Personnel icon. Select the employee to modify. Click the Voluntary Ded’ s tab and

then select New Deduction.
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Click Voluntary Ded’s,
then select New Deduction

Under the Special Handling Types when you scroll down, you' |l see several different types of

garnishments. We will show you 4 different scenarios. The first will be a Percentage of
Disposable Net Earnings (DNE), then a Percentage of DNE up to aflat amount, then a Child
Support Flat Amount and last a Percentage Child Support. Note that you have the option to
select priorities on each selection.

#1. Per centage Gar nishment

“+_Yoluntary Deductions 2 2

Deduction Title/Description: IF'ct of DNE, Cé table, priarity T gam

— Employee Deduction
Standard/Flat dallar amaunt:
Percent of GROSS:

Percent of MET/DME:

TO Limit:

B alance [loan or other]:

25.00

— Employer 40174034408 Contribution
Standard/Flat dollar amount:
Matching percent:

Matching $ amount Max/CAP
Matching $ amaunt limited to

of Emplayee's GROSS YTD wages

Direct deposit TYPE:
Direct deposit RTHN:
Direct deposit ACCOLMNT:

| SAT ID: |

Y70 Deducted: 000

Special Handling Types [pick only one): \

[JMOM-TAXABLE AUT0O REIMBURSEMENT A
[JDIRECT DEPOSIT

[JGROUF TERM LIFE INSLRAMCE [N EXCESS
[J TIPS COLLECTED

Special Handling Types
Select
Pct. of DNE. CA table

MEALS/LODGING RECEIVED

|_| Pct of DNE D’-\ table pnonty 2 garn

[ Pet of DME, Cé table, priority 3 garn

Optional Handling Types [pick only one):

Enter the percentage
amount and click OK.

[ Deduction iz accrual/mema only
[ taorthly - FIRST p/r of the mosterar

dready paid via payables/non-employee:
| 0]

Cancel |
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#2. Elat Amount Up To 50% Gar nishment
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In the next scenario the flat dollar amount is $150.00 up to 50% of DNE.

™ okntary Decuctions x
Deduction Title/D escription: IF'c:t of DME, wp to Flat &mt, pricrity 1g Y10 Deducted: 0.00
— Employee Deduction Special Handling Types [pick only one):

Standard/Flat dollar amount: 150001 [] 2% Sharehalder Health d
Percent of GROSS: [ Pct of DME, CA table. priarity 1 garn
Percent of NET/DNE: 500 [
Y'TD Limit:
Balance [loan or other]:
[] Pt of DRESHR
— Employer 40174037408 C L] Pct of DNE, up ta Flarsm
Standard/Flat dollar amaunt: CICHILD SUPPORT. prioity 1 garri
sk e [JCHILD SUPPORT. pricrity 2 garn
Matching $ amount &x/CaP
Matching & armourt limited to B Dptional Handling Types [pick only one):
of Emplopee’s GROSS YTD wages [[] Deduction iz accrual/memo only
[] Monthly - FIRST psr of the month o
Direct deposit TYPE: SAT ID:
D!rect depos!t L Alieady paid via payables/non-employee:
Direct depozit ACCOLMT: | D|

Cancel |

#3. Child Support Flat Amount

Sdlect
Pct. of DNE, up to Flat Amt.

Enter the Standard/Flat
dollar amount $150.00 and
Per cent of NET/DNE 50.00

Click OK

In this scenario we have a Standard/Flat dollar amount of $200.00 and you' Il notice we' ve
added the total balance owed $2,500.00 on the garnishment. Y ou can also add a Percent of

NET/DNE.

*._Yoluntary Deductions

Deduction Title/Description: ICH”-D SUPPORT, priority T gam

~ Employee Deduction
Standard/Flat dollar amount;
Percent of GROSS:
Percent of NET/DME:
YTO Limit
Balance [loan or ather):

200.00

250000

N

— Employer 401 £403/408 Contribution

Standard/Flat dallar amount:

M atching percent;

Matching $ amount Max/CAP

Matching 3 amount mited to 4
of Employee’s GROSS YTD wages

Direct deposit TYPE: | GAT D |

Direct depozit RTH:

Direct depozit ACCOUNT:

Y70 Deducted:

Special Handling Types [pick only one):
[[] Pt of DNE, CA table, pricrity 1 gam
[[]Pct of DME, CA4 table, priority 2 garn
(] Pct of DNE, CA table, priority 3 gaoa

Optional Handling Types [pick only ons):

[[] Deduction iz accrual/memo anly
[[] Manthly - FIRST p/r of the month only

Already paid via pa -employee:

0

Cancel |

Y
L

/

Select
CHILD SUPPORT

Enter the Standar d/Flat
dollar amount $200.00 and
Balance 2500.00
Click OK
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#4. Per centage Child Support

In this scenario thereisjust a 25 Percent of NET/DNE.

"+ Yoluntary Deductions il

Deduction Title/Description: [CHILD SUPPORT, priority 1 gam ¥TD Deducted: I—DDD Sel
ect
— Employee Deduction Special Handling Types [pick onlp one]: CHILD SU PPORT
Standard/Flat dollar amount: ] Pct of DME, Ca table, priority 1 gam _‘J
Fercent of GROSS: [] Pet of DME, CA table, priority 2 garn
Pemcent of NET/DME: 25.00 [] Pct of DME. CA table, priority 3 garn
Y'TD Limit: '\ [[] Pt of DME, up to Flat Amt,_prafify 1 gam
Balance [loan or ather); P11

— Employer 401 /4037408 Contnbution

Standard/Flat dollar amount: L] CHILD SUPPORT, p[?mit"" i
H e B e [ CHILD SUPPORT, pricrity 3 gam =
Matching $ amaunt MAXCAP Enter
Matching § amount mitedto [ ¢ Optional Handling Types (pick only one]: Per centage of NET/DNE
of Employee’s GROSS YTD wages [ Deduction is acerial/memo only -
[ Monthly - FIRST p/r of the month anly 2500
g?rect jepos?t ;\;I;E | SATID: | Click OK
!'Bd epos!t ; Alreadypam via payables/non-employee:
Diirect deposit ACCOUMT: /l D|

e _|

Once you have clicked OK on any of the 4 scenarios, you will go back to the Voluntary Ded’s
window. Y our deduction will show up there as with scenario 3 below.

"= Employee Form; Editing: Employee 0005 Roger L Rabbit =10l x|
Employee Info T Pay Info T Wacation/Sick T TaxDed's T Yoluntary Ded's
Woluntary Deductions -- Use for advance, reimbursement. gamishment, etc.
Deduction Title Amount| Special 'TD Limit Balance|  TD deducted
CHILD SUPFORT. priority 1 garrn 200,00 S 2500.00 |we 0.00
N
N~
B Scenario #3
Child Support Flat amount
with a balance of $2500.00
MEW Deduction | EDIT Deduction |

oK | LCancel

Once you' ve set up your garnishment(s), you are ready to link it in the Company Side.
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L inking the Gar nishment on the Company side.
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Click Ctrl. N or from the Main Menu, click Personnel and scroll to and select Add New 1099

or Non-employee.
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Enter the Payee infor mation

Select
Non-employee, Not a 1099

Futomabcaly guneats check monthl

e

]

N

Select to Automatically
gener ate check each pay
period or monthly
Select Link to Gar nishment

After you select “Link to” Garnishment/Payable, you are ready to link the garnishment.

U v e o £l LIS P -eapbopes DR Yemtiors ouity =10 =
| Tai Dy [ \iokmaaep Do stions ] 1. Select the Employee from
188 Marremp. Info T Exy brbo T Link te' G amnithment/P. ‘/ the drop down list.
Beleck on enployoe o Mo ompkye:  [00;  pavbic, Boger L — |
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] | 2. Select the Voluntary
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4. Click Active box
and Click Ok

Y ou have completed the process to set up a gar nishment



