OSAS

Payroll

Setting Up Pretaxed Deductions and Earnings

1. Go to Payroll.
2. Go to Codes Maintenance.
If the deduction or earning code have not been set up you must first go to Deductions or Earning Codes and set them up.  If a deduction is set up remember also to enter it in the employees master file as a scheduled deduction.  Otherwise continue on to the next step.

3. Go to Withholdings.

4.   If the deduction or earning code is pretaxed from Federal tax hit F for Federal.

The valid employee and employer codes will appear at the bottom of the screen. 

5.   Enter each code that the deduction or earning code is pretaxed on at the Tax Code field.
6. Page Down.

7. On the left are the deductions and on the right are the earnings.  Hit tab to move between deductions and earnings.
8. To exclude the deduction or earning code from the tax code entered, move the cursor to the deduction or earning code and hit enter.  Exclusion field will change from NO to YES.  To go back to NO hit enter again.
9. Steps 4-8 will need to be done for each Federal tax code that the deduction or earning code is excluded from.
10. If the deduction or earning code is pretaxed from State tax hit S for State.
11. Repeat steps 5-8 until all State tax codes that are excluded from tax are set up.
12. If the deduction or earning code is pretaxed from Local tax hit L for Local.
13. Repeat steps 5-8 until all Local tax codes that are excluded from tax are set up.
