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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. 

 

 

 
 

Step Action 

2. Click the Payroll for North America link. 

3. Click the Employee Pay Data USA link. 

4. Click the Deductions link. 

5. Click the Create General Deductions link. 
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Step Action 

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

Number". 

7. Click the Search button. 
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Step Action 

8. Click the Look up Deduction Code button. 

 

9. Click the Down button of the scrollbar. 

 

10. Click the GAR001 - GARNISHMENT link. 

 

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. 

 

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. 

 
 

Step Action 

1. Click the Deductions link. 

 

2. Click the Create Garnishments link. 

 

 



Training Guide 

 

Human Resources 9.1 Payroll Training Guide - 
HCSD 
 

 Page 6 

 
 

Step Action 

3. Enter the desired information into the EmplID field. Enter "7 - digit Employee ID 

Number". 
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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.  

 

NOTE: Enter the date the garnishment was received, not the date you are entering 

it into the system. 
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Step Action 

8. Enter the desired information into the Received Time field. Enter "8:45". 
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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. 

 

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: Ian 

McNabb". 

22. Click the Garnishment Spec Data 2 tab. 

 

 

 
 

Step Action 

23. Enter the desired information into the Set ID field. Enter "SHARE". 

24. Click the Look up Vendor ID button. 

 

25. Click the button to the right of the Short Vendor Name field. 

 

26. Click the contains list item. 

 

27. Enter the desired information into the Short Vendor Name field. Enter "soc". 

28. Click the Look Up button. 
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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. 

 

32. Click the Look up Remit Address button. 

 

33. Click the Dept of Soc Serv: Baton Rouge link. 

 

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. 
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Step Action 

37. Click the Garnishment Spec Data 5 link. 

 

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 Action 

38. Click the % DE + Amount option. 
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Step Action 

39. Click the % DE + Amount list item. 
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Step Action 

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

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

Company Flat Amount field. Enter "5.00". 

42. Click the Garnishment Spec Data 6 tab. 
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Step Action 

43. Click the Law Source button. 
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Step Action 

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

 

Click the LA - Louisiana link. 

 

 

 



 

Training Guide 
Human Resources 9.1 Payroll Training Guide - 

HCSD 

 

 Page 17 

 

Step Action 

45. Click the Look up Rule ID button. 
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Step Action 

46. Click the Child Support link. 
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Step Action 

47. Click the Save button. 
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Step Action 

48. Click the OK button. 

 

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. 

 

Step Action 

1. Click the Main Menu button. 

 

2. Point to the Payroll for North America menu. 

3. Point to the Employee Pay Data USA menu. 

4. Click the Tax Information link. 

 

 
 

Step Action 

5. Click the Update Employee Tax Data link. 
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Step Action 

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

Number". 

7. Click the Search button. 
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Step Action 

8. Click the Add a new row at row 1 button. 

 

9. Enter the desired information into the Withholding Allowances field. Enter "2". 
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Step Action 

10. Enter the desired information into the Additional Amount field. Enter "50.00". 
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Step Action 

11. Click the Save button. 

 

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. 

 

 

 
 

Step Action 

2. Point to the Payroll for North America menu. 

3. Point to the Payroll Processing USA menu. 

4. Point to the Update Paysheets menu. 

5. Click the By Payline Security menu. 
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Step Action 

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

Number". 

7. Click the Search button. 

 

8. Click the 01/08/2012 link. 
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Step Action 

9. Click the OK to Pay option. 

 

10. 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 

proceeding the next step. 

11. Click the Look up Code button for Other Earnings. 

 

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

13. Click the Look Up button. 

 

14. Click the TRA - Term - Annual BW link. 

 

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. 

 

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. 

 

 

 
 

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. 

 



 

Training Guide 
Human Resources 9.1 Payroll Training Guide - 

HCSD 

 

 Page 31 

Step Action 

26. Click the Look up Benefit Plan button. 

 

27. Click the Down button of the scrollbar. 

 

28. Click the HMBC-P - HMO BCBS-LA BTAX link. 

 

29. Click the Look up Deduction Code button. 

 

30. Click the HLTN60 link. 

 

31. Click the Look up Deduction Class button. 

 

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. 

 

40. Click the Look up Benefit Plan button. 
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Step Action 

41. Click the Down button of the scrollbar. 

 

42. Click the HMBC-P - HMO BCBS_LA BTAX link. 

 

43. Click the Look up Deduction Code button. 

 

44. Click the HLTP60 - HMO BCBS-LA BTX link. 

 

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. 

 

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. 

 

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. 

 

Step Action 

1. Click the Main Menu button. 

 

 

 
 

Step Action 

2. Point to the LSUHSC Processes menu. 

3. Point to the Payroll menu. 

4. Point to the Inquire menu. 

5. Click the Pay Check menu. 
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Step Action 

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

Number". 

7. Click the Search button. 

 

8. Click the 12/25/2011 link. 
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Step Action 

9. View paycheck information. 

 

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

 

10. Click the UP button of the scrollbar. 

 

11. Click the Paycheck Taxes tab. 
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Step Action 

12. View the Paycheck Taxes page. 

 

Click the Paycheck Deductions tab. 
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Step Action 

13. Click the Garnishment Expand section button. 

 

14. View the Garnishments page. 

 

Click the Garnishment Collapse section button. 

 

15. Click the Return to Search button. 

 

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. 

 

 

 
 

Step Action 

2. Point to the Payroll for North America menu. 

3. Point to the Payroll Processing USA menu. 

4. Point to the Review Processing Messages menu. 

5. Click the Review Payroll Error Messages menu. 
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Step Action 

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

Run ID". 

7. Click the Search button. 
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Step Action 

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

error message. 

 

 

 

9. This completes View Payroll Error Messages. 

End of Procedure. 

 

 

 

 


