Editing Taxes, Direct Deposit, and Schedule Deductions and Earnings

1. From the Payroll Prep Process page, select the View Pay Statements link.

\ Add/Edit Pay Statements

View Pay Statements

( Recalculate Pay Statements )

The Pay Statements page appears.

€ Pay Statements

Payroll: PPC5042 Weekly Payroll 10/06/2023 ( Regular )

Rows On Page 20 - 1 Row ') Refresh Data

Employee Filter: ,':‘AII Employses

All
D Employee Id First Name Last Name Type
D Page
= ~ starts with ~ starts with ~ starts with ~
D V% ﬁ x |_="_ 111 Monica Geller Regular
Totals

2. Select the View/Edit Pay Statement icon for a pay statement.

@ B x = 111 Monica Geller

The Edit Pay Statement page appears.

Rows On Page 50 ~ 8 Rows ') Refresh Data
O Row Id E/D Code E/D Name
~ starts with ~ starts with ~

0 & 13428320845 ] salary

1 & 13428320853 Column: E/D Code Section125 Dental
1 e 13428335746 MedS125 Section125 Med
™ prd X 13428335747 Reg Regular

O ¢ x 13428335748 | Owertime Overtime

0 ¢ x 13428335749

0O ¢ x 13428335750



3. Click on the Utilities button in the top right hand corner of the screen (1),
then select Options (2).

Utilities

“) Reset Automatic Lines

Options

Q,  Tax Overrides

q Tax Overrides (Advanced)

© Add Scheduled Eamnings/Deductions
Q,  rayroll Alerts

E Preview

@ Labor Allocation

$q General Ledger

i Close Pay Statement

A8 Employee Information

4. The Options pop up will appear and from here you will be able to:
. Edit direct deposit allocation (1)

. Block all scheduled Earnings (2)

Block All Scheduled deductions both EE (3) and ER (4)

. Block all Taxes both EE (5) and ER (6)

Override Tax Frequency (7)

Options: Weekly Payroll 10/06/2023 ( Regular ): Monica Geller (111)

Work State New York Check 10of 1
e Regular
Type | Reg Department 200- Office Open
Category | Regular Global Seq #7772
— DIRECT DEPOSIT(S)

’xzzxtﬁ B 59842 | Entire/Remainder (Proxy: PayproDDWFO)
Uvecheck s[ . | entire/Remainder

— PAY STATEMENT OPTIONS — TAX — DEFAULTS
PayOrder | 1~ | OF1 Vearly Frequency 40 of 52 Hourly Rate 24038500  Override
Scheduled Menthly Frequency 1] of 4 PayPeriod | 09/25/2023 - 1000172023
Master Baich | Regular Earnings v °ﬁx Frequency Override  ~ WorkState  New York - Bx
— PAY STATEMENT LEVEL BLOCKS ——— State Reciprocity Override  Enforce Reciprocity Department  200-Office ~ B x
[ Block Hours-Based Accruals Auto Correct Tax Amounts Shift v B
[ Heightened Security Prorate Taxes
Apply Annual Compensation Limit -
[ keep Evenf Pay Statement Is Empty PRy AnnUal ¢ anPSthe(tWages HOME ADDRESS (OVERRIDE [ )
[ Block Auto-Labor Allocation Unemployment State | New York O overrice Country | United States
Block All Scheduled Earnings ] Genersteccae oG
enerate Calc i
[ Block Base Compensation street EBUELER
Block All Schediuled Decuctions [ (£ Tax Calculation Benefit Allocation Engine | Saashr.com « w [Tm

City  Ronmkankoma

[ Block All Deduction Recovery (Arrears and Adjustments)
Block All Taxes (] (wd




5. Once you have made all your changes select Apply Changes

DEFAULTS
Hourly Rate 24038500 @ Override
Pay Period  08/25/2023 - 10/01/2023
Work State New York ~ |:=Q' b4
Department 200 - Office ~ |:=c'1 x
Shift ~ B

HOME ADDRESS (OVERRIDE [ ] )
Country United States
Street 123 Main St
Zp | 11779

City Ronkonkoma

Tax Overrides (Advanced) Apply Changes

6. Once you are back at the Edit Pay Statement page save your changes for

them to take affect (1). Then you can preview the pay statement to see the
new totals (2).

L SAVE UNDO ADD ROWS 2 2REVIEW UTILITIES PAYROLL QUICK LINKS DELETE SELECTED



