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Recurring Pay Deductions

Pay Information — Recurring Pay Deductions (Employee 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.
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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 (Employee Version) I

Recurring Pay Deductions, Continued

ReCUrring Pay Recurring Pay Deductions

Deduction This section contains Employes D #: [1 i

Screen the employee’s {I"rtle: 37000002 - SENIOR EXECUTIVE ASSISTANT-DEP Agency: |DEP—Envirsnments] Profecton
personal information.

Recurring Pay Deductions->0verview

Wage Type Wage Type Text Effective date|End Date |Amount N er [T
(&) (0232 P&C SELECT DVB/A CAPITAL | 06/01/2005 12/31/9999|72.59 Th|S Section prOVideS
O |0480 FLORIDA COMMERCE CREDIT U|06/01/2005 12/31/9999 | 500.00 information on a”
O 0232 P&C SELECT DVB/A CAPITAL 05/01/2005 05/31/2005|331.24 dedUCtionS'
==[=I=] 13
Menu | |New
Recurring Pay Deductions->Details
Type 0232 *  P&C SELECT DVB/A CAPTAL
This section Startdate 08012005 |
provides the details EndDate  [1231/9889 |*
of the deduction. Amount 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 (Employee Version) I

Recurring Pay Deductions, Continued

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

Screen

Step

Action

1

Click on the Attendance & Leave link from the Quick Links list on the People First

Home Page. The Time and Payroll Menu screen will be displayed.

| [T Personaiinfo| Time and Payrol (Training  Performance | Job Appications Fealthgmsurancel |
J HR Policy J Log Off

Wielcome

Today is Friday, November 4, 2005

Your Current Position is ASST PUBLIC DEFENDER-UNDER MILLION-5M
Your Email Address is

Quick Links =

Click on the Attendance & Leave quick link to
— access the Time & Payroll section of the system. oo

Performance Management
Job Application Wark Complete | Refresh List
Health & Inzurance

Personnel File

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.

Select Recurring Pay Deductions from the Time and Payroll drop down menu, by
clicking the =1 button.

Employee Information

Time and Payron

Employee Time Entry «| [Go

Employee Time Entry

Baze Werk Schedule Az=ignment
Leave and OT Regquest

Pay Info

One-Time Regular Payroll Pay
One-Time Pay Deductions
Recurring Pay Deductions |4 Select Recurrina Pav Deductions.
Recurring Pay Additives & Military Pay
Flexible Work Schedule

OT Election

FMLAJFSWP Leave Request

Grozs Pay History (Pre-Tax)

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

Employee Information

Time and Payroll
Click the Go button to

SEUT ; D i 4| <4+
Recurring Pay Deductions s S access the screen.
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Recurring Pay Deductions, Continued

Pay Information — Recurring Pay Deductions (Employee Version) I

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
1 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 Humber Unit
{E} avs0 ST LIFE INS-FT EMPFE CTRB |08/23/2003 12431495595 | 0.00
{:} 07es STATE HEL IN-FT EMFE CTR|02/23/2003 1243149599 | 0.00
== 111
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.
2 Select the desired Wage Type from the Type drop down menu for the deduction being
requested.
Recurring Pay Deductions->Details
_Srelect the Wage pType - |=
ype. Start date O7/01/2005-07/31/2005 [w =
La=t Deduction Period | 12/31/9999 -
Armount 0.00
Mumber/Unit 0.00 o
Sawve | | Cancel
3 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 Typs =*
period the deduction —®=tart date O7/01/2005-07/31/2005 |+ =
Is to start. La=t Deduction Period | 12/21/9955 it |
Armount 0.00
Mumber/Unit 0.00 e
Sawe | | Cancel
NOTE: Only those pay periods still available will be displayed.
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Recurring Pay Deductions, Continued

Pay Information — Recurring Pay Deductions (Employee 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 07/01/2005-07/31/2005 [~ =-=
period the deduction [—P-astDedustion Periad | 121215952 ==
iS to StOp. Amount 0.oo0
Mumber/Unit 0.00 >3

Sawve || 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.

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 DVBJA CAPTAL
Start date 0E5/01/2005 -3

Last Deduction Period | 12/31/9999 |

Amount F2.59

MNumber/Unit

0.00
Click on the Save

button.

—>m.

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 (Employee 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 (Employee 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

ke

Type 0232 P&C SELECT DVBIA CAPTAL
Start date 02/01/2005-08/31/2005 .V.H

La=t Deduction Period | 01/01/2006-01/31/2006 .v.$

Amount 100.00

Mumber/Unit 0.00 fad

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.

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 Effective date End Date |Amount Number Unit
— () 0232 P&C SELECT IVB/A CAPITAL | 0&/01/2005 | 01/31/2006|100.00
O 0257 HYATT LEGAL PLANS OF FLOR|08/01/2005  |12/31/2006|50.00
O 0265 FLA PREPAID TUTION EXPEN | 09/01/2004  |12/31/9899|138.02
HEHEE 1M
Menu || New
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