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Recurring Pay Deductions

Pay Information — Recurring Pay Deductions (HR Version) I

Overview An HR Professional or an employee can request to have an amount deducted from an employee’s

warrant every pay period for a specific period of time for many purposes, including making

recurring payments for certain types of insurance premiums and charitable donations.

Only A & H Roles can perform this activity for employees.

Guidelines The following guidelines apply to recurring pay deductions.

= State Group Insurance deductions are processed through the Health and Insurance tab in

the People First System.
= Deductions will continue to be taken unless there is an end date specified.

= Additional documentation and/or approvals may be required for certain types of
deduction.
= The following deductions are system calculated post-tax deductions. No amount or

percentage should be entered for these types of recurring deductions.

0]

O 00O

262
621
627
672
676

Key Activities The following activities will be covered in this section of the Pay Information User Guide

Key Activity

Accessing The Screen

Starting A Recurring Deduction

Stopping A Recurring Deduction
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Pay Information — Recurring Pay Deductions (HR Version) I

Recurring Pay Deductions, Continued

Recurring Pay
Deduction
Screen

This section contains
the employee’s
personal information.

Employee ID #: (! |
Title: (37000002 - SENIOR EXECUTIVE ASSISTANT-DEP

This section
provides the details
of the deduction.

Recurring Pay Deductions

Agency: |DEP - Environmental Protection

Recurring Pay Deductions->0verview

Wage Type |Wage Type Text Effective date End Date |Amount| N er [Ini
(&) (0232 P&C SELECT D/B/A CAPTAL | 06/01/2005 12/31/9999| 72.59 Th|S Sec'tion prOVideS
O |0480 FLORIDA COMMERCE CREDIT U|06/01/2005 12/31/99%9 | 500.00 Informgtlon on a”
O 0232 P&C SELECT DV/B/A CAPTAL  |0S/01/2005 05/31/2005|331.24 dedUCtlonS
HE 13
Menu || New

Recurring Pay Deductions->Details
Type 0232 *  P&C SELECT DVB/A CAPTAL

06/01/2005

Start date *
EndDate  [12/31/9939 |*
Armount 7259

Number/Unit 0.00

Edit Cancel

Key Fields

The following table provides details on the key fields found on the Recurring Deduction screen.

Key Field

Description

Type

Indicates which wage type (e.g. insurance premiums, Employee
reimbursements) is being deducted from the Employee’s pay.

Start Date

Indicates when the recurring pay deduction will become effective.

End Date

Indicates when the recurring pay deduction will end (defaults to 12/31/9999).

Amount

Indicates how much in U.S. dollars should be deducted from the Employee’s
warrant for this recurring pay deduction. Type dictates when to use this field
and/or the Number/Unit field.

Number/Unit

Indicates how much in hours, percentage, or multiples should be deducted.
Type dictates when to use this field and/or the Amount field.
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Pay Information — Recurring Pay Deductions (HR Version) I

Recurring Pay Deductions, Continued

Accessing The
Screen

Follow the steps below to access the Regular Pay Deductions screen.

Step

Action

1

Click on the My Direct Reports link from the Quick Links list on the People First Home
Page. The Management Menu screen will be displayed.

| {729 (inagemen] Personai infa [ Time and Payrol Training | Performance | Saffing | Job Appications | Health & insurance (rg Wanagement| |

v | #RPoicy | Logoft

Welcome

Today is Wednesday, November 30, 2005

Your Current Position is PERSONNEL SERVICES SPECIALIST - SE5
Your Email Address is

Quick Links <]
Click the My Direct Reports quick link to access
e the Management section of the system.

Training Management =T
Performance Management
Job Reguisitions

Job Application

Health & Insurance
Personnel File

Org Management

FRG,JR , Personnel Number 00153080

ERG IR , Personnel Number 00158080

RG IR, Personnel Number 00158080

D “Your pay information has changed, please review your pay information.

D Please approve Personnel Action Request form 00148553 for employee AKINYEM| J TEACHWMAN | Personnel Number 00126171
lease act upon Personnel Action Request form 553 for employee L MAN , Personnel Number

O Pl ct P | Action R it fi 00148553 f i AKINYEMI J TEACHMAN , Py | Number 00128171

D Please act upon Persennel Action Request form 00148552 for employee AUNDREA O ELEBASH , Personnel Number 00123238

NOTE: For information on logging in to the People First system, refer to the Navigating
the People First Web Site User Guide located in the On-Line Training Tool.

Click the radio button (circle) to the left of the employee’s information on the
Management menu to select the employee.

| Fiome R ==  Cions (Personalinfo | Time and Payroll | Training | Performance | Staffing| Job Appiications | Healih & insurance | Org Managemen |

v | HRPoicy | Logoff
Management i={ Search =
Ready to Navigate: o G L Gi
My Role View |G0 Search by Employee X Search by Position &
e First Title
Employee Time Entry Approval |% Go " -
[l My Direct Reports Go Last: Pos ID:
Administration Emp ID:
On Call Assignment :v Go
Personal Information Maintenance Results =
Drivers License [ empip P (EMP pocip  |pos Title oro. Org. Desc
Name Type
Work Information Maintenance
— Career MAINTENANCE
Action History [v] O Carvice 55008608 OFFICE SUPPORT-LEVEL | 5550008400 HOLDING UNT
Time and Payroll - . . E SUPPORT-LEVEL| 5550009400 ::gm-:gﬂﬁ =
One-Time Regular Payroll Pay v Click on the radio button £ SUPPORTLEVELT
A T |5508401010 BISCAYNE
Positions to select an employee

ooo@o

Open/Close Vacancy | v S;:_‘:I‘D‘E 55008508 | OFFICE SUPPORT-LEVEL | 5550009400 :ém-:gﬁﬁ
Benefits MAINTENANCE
- SES  |55008508|OFFICE SUPPORT-LEVEL | 5550009400 o T
Benefitz | w
— Career | ce08608| OFFICE SUPPORT-LEVEL | 55500094p0 | MAINTENANCE
e, . Service HOLDING UNIT
nnnnn ] Fil

NOTE: If there is no Employee Name or Employee ID, then the position is vacant.
While you still maintain this position, no one currently holds it.
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Recurring Pay Deductions, Continued

Pay Information — Recurring Pay Deductions (HR Version) I

Step

Action

3

Select Recurring Pay Deductions from the Time and Payroll drop down menu, by

clicking the =1 button.

Time and Payroll

Employee Time Entry

| [Go

Employee Time Entry

Base Work Schedule Assignment
Leawe and OT Reguest on Behalf
Pay Info

One-Time Regular Payrell Pay
One-Time Pay Deductions

Go

e iing Do bditieg £ Lilitary Pay

ecurring Pay Deductions

LJIP

Flexible Wark Schedule
Leave Balance Adjustments
QT Election

FMLAJFSWP Leave Request
JAC ! SCS Time Entry
Supplemental Pay

WS

Award Payments

Gross Pay History (Pre-Tax)

m

Select Recurring Pay Deductions.

Go

Step/Cancel Payment

Click the Go button. The Recurring Pay Deductions screen will be displayed.

Time and Payroll
Recurring Pay Deductions
Positions
OpeniCloze Vacancy v
Benefits

Benefitz v

| |Go|— Click the Go button to access the screen.

LAST UPDATED ON 12/8/2005

Continued on next page

Page 4 of 8 I



Mﬁl

Pay Information — Recurring Pay Deductions (HR Version) I

Recurring Pay Deductions, Continued

Starting A

Follow the steps below to start a Recurring Pay Deduction.

Recurring Pay
Deduction

NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on

how to navigate to this screen. To change a deduction amount, a new deduction for the same type
must be created. The People First system will automatically end date the previous deduction.

Step

Action

Click on the New button in the Overview box to display the Details box with the fields
“open” for editing.
Recurring Pay Deductions->~0wverview

Wage Type Wage Type Text Effective date End Date | Amount NHumber Unit

{E} 0790 ST LIFE INS-FT ENMPFE CTRE |0&/2302003 12431/599595 | 0.00
(:} orog STATE HEL IN-FT EMFE CTR | 0842342003 12431/999% | 0.00
== 101
Menu Click the New button to
start a deduction.

NOTE: If a payment has never been processed for this employee, the Details box will
display automatically. Click on the Edit button in the Details box. The fields on the
screen will “open” to allow for editing.

Select the desired Wage Type from the Type drop down menu for the deduction being
requested.

Recurring Pay Deductions—>Details

Select the Wage | prvpe =y

Type. Start date O7/01/2005-07/21/2005 |w =
Last Deduction Period | 12/31/9595 |
Amount .00
Mumber/Unit 0.00 b

Sawve | | Cancel

Select the Pay Period in which the deduction is to start from the Start Date drop down
menu.

Recurring Pay Deductions->Details

Select the pay Type >

period the deduction —®start date 07/01/2005-07/31/2005 |w =

is to start. Last Deduction Period | 12/31/9555 - [*
Amount 0.00
Mumber/Unit 0.00 e

Sawve | | Cancel

NOTE: Only those pay periods still available will be displayed.
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Recurring Pay Deductions, Continued

Pay Information — Recurring Pay Deductions (HR Version) I

Step Action
4 Select the Pay Period in which the last deduction is to occur from the Last Deduction
Period drop down menu.
Recurring Pay Deductions—=>Details
Tvpe |
Select the pay Start date 0701/ 2005-07/31/2005 | W [*
period the deduction [—P-astDedustion Periad | 121215952 =
iS to StOp. Amount 0.oo0
Mumber/Unit 0.00 >3
Sawe| | Cancel
NOTE: If no pay period is selected, the People First System will automatically populate
this field with a 12/31/9999 date. Only those pay periods still available will be displayed.
5

Enter the Amount OR Percentage in the appropriate field.

Recurring Pay Deductions—>-Details

Type = |*
Start date O7/01/2005-07T/31/2005 | =
Last Deduction Period | 12/21/3599 [
Enter the amount or mount 0.00
percentgge In the {:umber.-'Llni‘t 0.00 ~
appropriate field.
Sawve || Cancel

NOTE: Do not enter a deduction amount or percentage when processing one of the
system calculated post-tax deductions (262, 621, 627, 672, 676).

Click on the Save button. The request will be saved.

Recurring Pay Deductions->Details

Type 0232 * P&C SELECT DVB/A CAPITAL

Start date 06/01/2005 =
Last Deduction Period

Amount

]
I
n
o

. Mumber/Unit 0.00
Click on the Save

button. B E anoel

Verify the accuracy of the deduction request in the Overview box.

Recurring Pay Deductions->Overview

Verify the deduction Viage Type Wage Type Text Effective date End Date |Amount| Humber Unit
information for (0257 HYATT LEGAL PLANS OF FLOR|08/01/2003 12/31/2006 | 50.00
accuracy. () [0288 FLA PREPAID TUITION EXPEN  [09/01/2004 12/31/99599|139.02
z|=|x|x 11
Menu | | New
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Recurring Pay Deductions, Continued

Pay Information — Recurring Pay Deductions (HR Version) I

Stopping A
Recurring Pay
Deduction

Follow the steps below to stop a Recurring Pay Deduction.

NOTE: Refer to the Accessing The Screen procedures on the previous pages for information on

how to navigate to this screen.

Step Action

1 Click on the radio button to the left of the payment to be changed in the Overview box.
The specifics of that deduction will display in the Details box.

Recurring Pay Deductions->=0Overview

Wage Type |Wage Type Text

Click on the radio
bl.ltton IO Se|eCt _’@ 0232 P&C SELECT DVB/A CAPITAL

the payment

O (0232 P&C SELECT DVB/A CAPITAL
==
Menu | |New

Recurring Pay Deductions->Details

Effective date | End Date |Amount Humber|Unit
12/31/9999 | 72.59
O 0450 FLORIDA COMMERCE CREDIT U|06/01/2005 12/31/9955 | 500.00

05/31/2005 331.24

Type 0232 |* P&C SELECT D/B/A CAPITAL
1 01T c £
The details are Startdate (080172008 "
i End Date  [12/31/9988  |*
displayed here
Amount 72.59
Number/Unit 0.00
Edit Cancel

113

2 Click on the Edit button in the Overview box to display the Details box. The fields will

“open” for editing.
Recurring Pay Deductions—>Details

Type 0232 |* P&C SELECT D/BAA CAPITAL
Start date  [0S/01/2005  |©

E 3

End Date 12431/9599

=i
P
(%3]
w

Amount

Mumber/Unit 0.00

Click the Fdit hitton tn ston a dediiction
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Recurring Pay Deductions, Continued

Pay Information — Recurring Pay Deductions (HR Version) I

Step Action
3 Select the Pay Period in which the last deduction is to be taken from the Last Deduction
Period drop down menu. To stop an existing deduction from being taken out f the
current pay period, select the prior pay period in the “Last Deduction Period” drop down
menu.
Recurring Pay Deductions->Details
Type 0232 |[* P&C SELECT DVB/A CAPTAL
Select the last Start gzt _ _ C;MZAT ¥
deduction pay period. —J» Last Deduction Peried | 12/31/5595% ot
Amount 72.59
Mumber/Unit 0.00
Save || Cancel
NOTE: Only those pay periods still available will be displayed.
4

Click on the Save button. The requested change will be saved.
Recurring Pay Deductions->Details

Type 0232
Start date 03/01/2005-08/31/2005 | |

Lazt Deduction Period | 01/01/2006-01/31/2006 .v.$

Amount

MNumber/Unit

Click on the Save
button.

Cancel

NOTE: The date placed in the “Last Deduction Period” field indicates the last pay cycle
the deduction will be taken.

ke

P&C SELECT D/BIA CAPITAL

100.00

Verify the accuracy of the deduction request in the Overview box.

Recurring Pay Deductions->0verview

Verify the deduction
information for
accuracy.

Wage Type Viage Type Text

—P{:} 023z P&C SELECT VB/A CAPITAL | 08/01/2005 01/31/2006 | 100.00
(:} 0257 HYATT LEGAL PLANS OF FLOR|08/01/2005 12/31/2006|50.00
(:} 0266 FLA PREPAID TUTTION EXPEN | 08/01/2004 12/31/9999(139.02
z|=|z|= 1M
Menu | |New

Effective date End Date |Amount Number Unit
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