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Employee Tax Distribution 
 
 

OVERVIEW  
This chapter defines the tax distribution component and explains how to setup an 
employeeôs tax distribution.  

 

 

UPDATE TAX DISTRIBUTION DATA  

PeopleSoft automatically creates the Employee Tax Distribution page during the hire 
process.  The system defaults state/provincial and local tax data to the Employee Tax 
Distribution page using the Tax Location ID specified on the employeeôs Job Data 
record and the corresponding information on the Tax Location Table. Every employee 
must have at least one Tax Distribution record. 
 
To complete the Employee Tax Distribution page, use the following navigational path:  
Payroll for North America > Employee Pay Data USA > Tax Information > Update 
Tax Distribution. 
 
 
The following search dialog box displays: 
 
Tax Distribution Update Page 

 

  
 
Enter an Employee ID in EmplID field. 
 



Ac 

Connect ND    

June, 2011 

Payroll   Page 7  

Click on the  button. 
 
 
 
The following Employee Tax Distribution page displays: 
 
Employee Tax Distribution Page 

 

 
 
This record is automatically created with the hire process, however this page should be 
reviewed to make sure that the correct information has been populated. 
 
The employeeôs name appears right under the tab name. 
 
ID - The employee's identification number displays here. 
 
Empl Rcd# - The employee's record number displays here. 
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TAX DISTRIBUTION  
 
Effective Date ï The effective date will be the same as the date of hire and should not 
be changed.  
 
 

Note: If there is ever a change to the employeeôs Job record where the Tax 
Location changes, the Tax Distribution record will be automatically updated ONLY 
if the change to the Job record is done as an UPDATE (effective dated row 
inserted).  If a change to the Tax Location code on the Job record is done AS A 
CORRECTION, the Tax Distribution record WILL NOT be automatically updated.  
You will receive a warning to this effect when saving the record.   If you continue 
and save the record as a Correction, then you will have to navigate to the Tax 
Distribution record and MANUALLY update it. 

 
 
Country - The default country established displays here. 
 
Insert Pre-filled Tax Location - Select this checkbox to make the system automatically: 
 

¶ Search for the employee's job record for the Tax Location Code. 

¶ Determine all states/provinces and localities associated with that code. 

¶ Create the appropriate number of tax distribution rows. 
 
 

Note:  The system will only insert records that have been set up on the Tax 
Location Table (See Employee Tax Data section). 
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Selecting the Insert Pre-filled Tax Location checkbox for <enter employee id here> 
resulted in the following: 
 
Employee Tax Distribution Page 

 

 
 
If you use this option, enter the percentage of time the employee works at each location 
listed. 
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STATES/LOCALITIES  
 
State ï Enter the state in which the employee works. 
 
Locality ï Enter the locality of the state, if applicable.  The states of North Dakota and 
Minnesota have no local taxes, so this field will not be populated. 
 
Distribution % - Enter the percent of the employee's time or earnings that apply to the 
selected state/locality in the State and Locality field(s). This tax distribution is for work 
location-based taxes only; this does not include resident-based taxes. If the employee 
works in one locality, the Distribution % should be 100 for that row. However, if an 
employee is hired or transferred into a tax location that represents more than one locality, 
you must distribute taxes among the different states or localities. All the percentages 
must total 100%. You cannot save the page until the Distribution % values total 100%. 
 
 

Note: You can distribute taxes for salaried and exempt hourly employees only. 
 
Normally, employees within the NDUS will only have one row in the 
States/Localities Sectionðthe state in which they perform the majority of their job 
duties. 

 
 

Click on  located at the bottom of the page. 
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Employee Tax Data 
 

OVERVIEW  
 
This chapter defines the employee tax data component and explains how to setup an 
employeeôs tax data.  
 

EMPLOYEE TAX DATA SEARCH  
 
The Employee Tax Data pages are used to record and maintain federal, state and local 
tax information that PeopleSoft will use to calculate taxes for employees.  This page is 
populated during the hire process and should be reviewed and updated according to the 
W-4 of the new hire. 
 
To use these pages, click on the following navigational path:  
Payroll for North America > Employee Pay Data USA > Tax Information > Update 
Employee Tax Data. 
 
The following search dialog box displays: 
 
Employee Tax Data Update Page 
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Enter an Employee ID in the EmplID field. 
 

Click on the  button. 
 
The Employee Tax Data ï Federal Tax Data page appears: 
 
Employee and Federal Tax Data 
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FEDERAL TAX DATA  
 
Use the Federal Tax Data page to record and maintain the federal tax information that is 
used by the system to calculate federal taxes for employees. Federal taxes include 
Federal Income Tax withholding data, special tax withholding status, Earned Income 
Credit (EIC) information and Tax Treaty/NR alien tax information. 
 
The employeeôs name appears under the Federal Tax Data tab. 
 
Person ID - The employee's identification number displays here. 
 
 

Tax Data 

 
Company ï The Company code associated with the employeeôs tax record displays 
here. 
 
Effective Date ï Since this record is created during the hire process, the date will be the 
same as the date of hire.  This date should not be changed for the original tax data.  The 
hire process creates a default tax record for each new employee.  After hire, you will 
likely come back to this record and insert a new effective dated row to reflect the actual 
tax filing status the employee provides you when they submit their W-4. 
 
Updated By ï Date Last Updated ï This display-only field indicates whether the 
employee's federal tax data was last updated by the hire process, an online system 
operator or by a Web user, using the PeopleSoft Self-Service Web Application. The date 
of the most recent update displays here. 
 

Note:  To calculate federal and state income taxes, the system uses the paycheck 
issue date to determine what row it is going to choose from Employee Tax Data.  
For example, if a new row is added to Employee Tax Data with an effective date of 
June 6, 2011, this new row will be used to calculate the taxes on the paycheck 
issued June 15, 2011. 

 

 

Federal Withholding Elements 

 
 
      Special Withholding Tax Status:  Select one of the following from the drop down list: 

 
None ï (Default) No special tax status exists. Under this option, the system will calculate 
federal withholding tax based on the employee's gross, marital status, and withholding 
allowances.  
 

 Note: If you select this option, and you specify an amount or percentage in the 
Additional Withholding group box, the system will calculate taxes based on the 
information in the tax table PLUS the indicated additional withholding. 
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Maintain taxable gross ï Use this option for employees who claim Exempt status on their 
W-4 form.  No taxes will be withheld but a taxable gross will be maintained (see note 1 
below). This option can also be used to override the normal tax calculation with an 
amount or percentage indicated in the Additional Withholding Amount or Percentage 
fields. The system determines the taxable gross and the withholding is either a flat 
amount or a percentage of the Federal Taxable wages (see note 2 below). 
 

Note 1: Run the query NDU_PY_FED_EXEMPT to find current employees who are 
claiming exempt.  This list can be used to manually remove the exemption for 
those employees who did not submit an updated Form W-4.  Exemption from 
federal withholding expires on February 16.  Employees must complete and submit 
a new Form W-4 to their campusôs Payroll office to continue their federal 
exemption. 
Note 2: If Maintain Taxable Gross is selected and an amount or percentage is 
entered in FWT Additional Amount, upon saving the page, the system will issue the 
following warning message: ñWarning-Addôl Amount or % cannot be entered when 
Special Withholding Tax Status is óMaintain Taxable Grossô.  Per form W-4: For 
regular wages, withholding must be based on allowances you claimed and may not 
be a flat amount or percentage of wages.  The additional withholding amount or 
percentage must be removed.ò While it is recommended to remove the amount or 
percentage in this situation, the system will still calculate the withholding based on 
the flat amount or percentage of taxable gross if the data is not removed.  

 
No taxable gross; no tax taken ï Indicates that FWT will not be withheld from the 
employee's pay and that the Federal Taxable gross balance will not reflect the pay an 
employee receives.  Note: this selection should never be used for any NDUS 
employees.   
 
Nonresident alien ï Select this option if the employee is a Non-Resident Alien (Not a U.S. 
Citizen) or a Resident Alien (Not a US Citizen, but with Resident Alien Status) with Treaty 
Benefits.   When this option is selected, the appropriate taxation information for the non-
resident alien will be entered further down the page under the Tax Treaty/NR Data 
section.  
 
Tax Marital Status ï Select either Single or Married based on the Marital status of the 
employee.  Most Non-Resident Aliens must have a Single Status however the status of 
Married can be entered for a non-resident alien employee when Form W9 Recd = Yes or 
when NRA Withholding Rule = Not Applicable (See Tax Treaty/NRA section on page 18 
& 19 for more information).  
 
 
Withholding Allowance - Enter the number of allowances that the employee claims for 
federal withholding tax purposes. This number should match the number on the 
employee's W-4 form.  Most Non-Resident Aliens must have one withholding allowance. 
 

¶ If married, but withholding at single rate, select Single status and check 
here. Check the box, if applicable. 

 

FWT Additional Amount - Use the Amount and Percentage fields to indicate that additional 

FWT taxes are to be taken. You can specify both an amount and a percentage, if appropriate. 

The effect of this field depends on the option you select in the Special Tax Withholding Status 

group box. 
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Amount ï Enter an additional flat amount to be withheld.   
Percentage ï Enter an additional percentage to be withheld. 
 
 

Earned Income Credit Status- Earned Income Credit is a payment from the government 

that is available to individuals who meet a number of qualifications related to family and 

income status. Employees can choose to receive advance Earned Income Credit payments 

with each paycheck, by filling out Form W-5. 

 
Select one of the following from the drop down list: 
 
Not applicable ï This is the default value.  The employee is not eligible for this credit. No 
payment will be made. 
 
Single, or Head of Household ï The employee is eligible for the credit and is single or the 
head of the household 
 
Married, without spouse filing- the employee is married and eligible for the credit, and is 
the only one filing 
 
Married, both spouses filing ï The employee is eligible for the credit and is married with 
both spouses filing. 
 

Note: The payment amounts are determined by rates on the Federal/State Tax 
Table under $E.  

 
 
Exempt from FUT: this check box should be marked if the employee is exempt from 
FUTA tax.  For NDUS employees, this box will be marked. 
 
 
W-4 and W-5 Processing Status 
 
W-4 Processing Status ï Currently not used by NDUS.   
 
W-5 Processing Status ï This is used with the W-5 Business Process Designer that is 
run at year-end to identify employees who must submit new forms in order to retain their 
Advanced Earned Income Credit status.  This process triggers a database agent that 
looks for all non-terminated employees for whom Single, or Married without spouse filing 
is selected.  
 

Note: W-5 Business Process Designer is a part of workflow that will not be 
implemented immediately.  Until workflow is implemented, a query will be used to 
identify the employees with a W-5 status. 

 
Select one of the following W-5 Processing Status radio buttons, only if applicable: 
 
None ï W-5 processing is not applicable to the employee. 
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Notification Sent ï Indicates that the employee has been notified to submit a new Form 
W-5.  
 
New W-5 Received ï Indicates that a new Form W-5 has been received. 
 
 

Lock-In Details 

 

Letter Received ï Select this checkbox if a letter has been received from the IRS 
specifying the allowances an employee is allowed to take.  
 
Limit on Allowance - Enter the maximum number of allowances the IRS specified for 
this employee in the above referenced letter. The value that you enter in the Withholding 
Allowances field cannot exceed the value you enter in this field.  
 
 
State Tax Options 
 
Use Total Wage for Multi-State: This checkbox is used if taxable wages from all work 
states should be used from all work states in the calculation of state taxes.   
(Not used by NDUS.) 
 
Always create W2 for NQDC Rptg:  Not used by NDUS. 
 
 

 Note: The Federal, State, and Local Tax Data pages are a set of chained pages. 
You cannot change data or enter a new effective dated row except by inserting it 
on the Federal Tax Data page.  This does not mean that you have to always change 
federal tax data if the change is really only to State tax data, but you will start such 
a transaction by inserting a row on the page first.  You should notice that the 
effective date field is only enterable on the Federal Tax page and is display only on 
the State and Local pages. 
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 TAX TREATY/NON-RESIDENT DATA 

 

Note: Skip this section if the employee is a resident of the United States. 
 
Note:  Campuses that use Windstar may have the data in this section updated 
automatically by the interface from Windstar. 

 
This section is used to enter information for non-resident alien employees and resident 
alien employees with a tax treaty. The information in the Tax Treaty/NR Data Table 
assigns the employee to a tax treaty table and allows the eligible employee to be subject 
to a reduced tax treaty rate.  

To claim benefits of a treaty, an employee must have a visa and be a resident of one of 
the treaty countries. An employee can claim benefits for only one treaty at any particular 
time. Employees who want to claim benefits under a tax treaty must submit a written 
statement to their employer, along with applicable forms.  

Use the Form 8233 Recd (form 8233 recorded) and Form W8-BEN Recd (form W8-
benefit recorded) check boxes to determine the employee's eligibility for reduced tax 
treaty rates. You must mark the correct form for the specified income code by the end of 
the current pay period. Otherwise, the affected earning will be taxed as W-2 earnings 
instead of 1042 earnings. 

Country - Select a country from the list.  This is the country whose treaty applies to the 
employee. 

Treaty ID: Select the treaty ID from the look up.  

Form W9 Recd - If applicable to the employee (Resident Aliens), select yes from the 

drop down list. 

Form W9 Effect Date -  Enter the effective date of the W9.  Employees who file a Form 

W9 are notifying you that they are eligible to be treated like US citizens for tax purposes. 

Taxpayer ID Number ï Do not use this field.  If you enter a value here, the system uses 
this value instead of the SSN when producing the 1042 forms. 

NRA Withholding Rule ï Used for specifying the status of nonresident alien employees 
for purposes of calculating special federal tax withholding.   Click on the drop-down arrow 
to choose one of the following rules: 

¶ Subject to Rule ï Default value.  All nonresident alien employees who 
are subject to the special NRA withholding tax calculation should be set 
up using this rule. 

¶ Exempt from Rule ï Employees who are exempted by IRS rules from 
provisions of the special NRA withholding tax calculation (example, 
students from India) should be set up using this rule.  

¶ Not Applicable ï Employees who have lived in the U.S. for a long 
period of time who are to be taxed using the same withholding tax 
calculation as U.S. citizens should be set up using this rule. 
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Education and Government 

 

Date of Entry: Enter the date that the employee entered the USA.  

Treaty Expiration Date: The treaty expiration date appears. The system calculates the 
date based on the Date of Entry and rules established on the Tax Treaty/NR Data Table.  

Form 8233 Received: - Form 8223 is required for all income codes except 15 
(scholarships and fellowships). Select Yes or No from the drop down list.  

8233 Effective Date: If Form 8233 Recd field is set to Yes, enter the appropriate date. 

8233 Expiration Date: Normally this date is 12/15 of the current calendar year. This is 
because treaties expire at the end of the calendar year and employees must complete a 
new 8233 form each year to continue treaty benefits.  NDUS uses 12/15 as the expiration 
date because the pay period ending 12/15 is the last paycheck issued in the current 
calendar year.  

Form W8 Received - Form W8-BEN is required for scholarship and fellowship income. 
Select Yes or No from the drop down list. 

Form W8 Effective Date ï If Form W8 Recôd field is set to yes, enter the appropriate 
date.  

Form W8 Expiration Date: If Form W8 Recôd field is set to yes, enter the appropriate 
date. 

 

Note: The 8233 Exp Date is information only and is not used in the calculation 
process in PeopleSoft.  This means that treaties will not automatically stop at the 
end of the calendar year.  If an employee is no longer eligible for a treaty, the user 
must add a new effective dated row in Employee tax Data and update the Tax 
Treaty/NR Data to stop the treaty benefits.  

 

The system populates the Allowable Earnings Codes group box with information 
entered on the Treaty/NR Alien Table page according to the Country and Treaty ID you 
specify. 

Income Code (for 1042-S): The description for each income code is listed. 

Eligible Earnings Per Year - The earnings caps that apply to each income code as per 
the tax treaties for nonresident aliens. 

Tax Rate After Form Received - For nonresident aliens, whose forms (8223 or W8-
BEN) have been completed and are in effect, this is the tax rate that is applied to their 
income until the income exceeds the maximum earnings specified. 

Tax Rate Before Form Received - For nonresident aliens the tax rate that is applied to 
the employee's income if their forms (8223 or W8-BEN) have not been completed. 
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STATE TAX DATA  
 
Click on the State Tax Data tab. 
The following employeeôs State Tax Data page now displays: 
 
State Tax Data Page 

 

 

 
 
 
 
Use the State Tax Data page to record and maintain state tax information that the 
system will use to calculate state taxes for employees.  
 

Tax Data 

Company ï The Company code associated with the employeeôs tax record displays 
here. 
 
Effective Date ï Since this record is created during the hire process, the date will be the 
same as the date of hire.  This date is the date from the Federal Tax Data tab.  The hire 
process creates a default tax record for each new employee.  After hire, you will likely 
come back to this record and insert a new effective dated row to reflect the actual tax 
filing status the employee provides you when they submit their W-4. 
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State Information 

 
State ï When an employee is first hired into Job Data, the system automatically creates 
a State Tax Data page.  It defaults to the state code using the state found in the 
employeeôs Home address in Personal Information. If the state code needs to be 
changed, the user can update it.   
 

Note: State income taxes are generally calculated in the employee's state of 
residence. SDI and SUT, if applicable, are calculated for the employee's primary 
work state.  If the employee works for multiple companies (for NDUS, this would 
mean working for more than one College or University concurrently), the tax data 
is defined by Company (for example, UND for University of North Dakota, or BSC 
for Bismarck State College).  If the employee works in multiple states, or lives in a 
state other than the state of employment, each state must be identified on these 
pages. 

 
 
Resident ï Select this checkbox if the state selected in the State field is the state of 
residence. 
 

Note: The work state is derived from the employee's Tax Location on the Job Data 
Table and is used by paysheets when calculating state tax deductions. The Resident 
checkbox indicates whether the employee is a resident of the work state; the default is 
on. 

 
Non-Resident Statement Filed ï If an employee is not a resident of North Dakota and 
has submitted a Non-Resident Statement (NDWR), this box should be checked.   NDWR 
forms must be renewed on an annual basis, so this field must be reviewed in February of 
each year to determine if a new form has been submitted.  Run the query 
NDU_PY_EE_STATE_TAX_DATA to find employees who claim Minnesota as their 
residence. 
 
UI Jurisdiction (unemployment insurance jurisdiction) ï Default value is checked for 
North Dakota.  This represents the employeeôs work state. 
 
Exempt from SUT ï If the employee is at least a half-time student, in a non-benefited 
position, working less than 40 hours per week, this box should be checked.  Note that a 
custom process is available for NDUS that will systematically update the SUT status for 
student and non-student temporary employees.  It is a campus decision whether they 
choose to use the custom process to make this type of update or enter the updates 
manually.  Please refer to the Student Tax Update section on how to use the custom 
process.  
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Note:  If an employee lives in one state and works in another, the Resident check 
box will be marked for the resident state, and the UI Jurisdiction box will be 
marked for the work state.  The work state is defined by the Tax Location code 
assigned on the employees Job Record.  For most employees, the resident state 
and the work state will be the same, and therefore both will be marked.  Below is 
an example of an employee who lives in MN and works in ND. 

 

 

Resident State Tax Page 

 
 

 
Non-Resident State Tax Page 

 
 

IMPORTANT NOTE: Currently for the campuses in the North Dakota University System, 

most campuses only  report state taxes for one or more of the following states: North 

Dakota, Minnesota, Montana, California, and/or Colorado.  Since NDUS campuses 

report only for these states, the campuses need to verify that any new employees 

entered into HRMS have the correct state set up in their Employee Tax Data page.  

When an employee is hired into HRMS, the state from their home address defaults into 

the Employee Tax Data page.  This is why the campus should verify everything in 

Employee Tax Data for new hires prior to Paysheet Creation so the correct state tax 

applies to any wages that are paid. 

 

For an example, if the employeeôs home address is in the state of Florida, then Florida 
is what will be set up in Employee Tax Data.  The campus does not report tax 
withholdings to Florida, therefore they would not want to withhold Florida taxes from 
the wages.  The campus needs to update the page to delete the row for Florida and add 
the row for North Dakota.   
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STATE WITHHOLDING ELE MENTS 

 
Special Withholding Tax Status ï Select one of the following from the drop down list: 
 
None - This is the default value.  No special tax status exists. Under this option, the 
system will calculate state withholding tax based on the employee's gross, marital status, 
and withholding allowances. If you select None in the Special Tax Status group box and 
you specify an amount or a percentage in the Additional Amount Adjustment group box, 
the system will calculate taxes based on the information in the tax table PLUS the 
indicated additional withholding. 
 
Maintain Gross Taxable SWT will be zero unless specified in ñAdditional Withholdingò ï 
Overrides the normal tax calculation with an amount or a percentage indicated in the 
Additional Amount Adjustment group box. The tax withheld then becomes either the flat 
amount or a percentage of the taxable wages.  
 

Note: Use this option for employees claiming Exempt status on the W-4 form.  
Simply leave the additional Amount or additional Percentage fields blank, and no 
tax will be withheld.   

 
No taxable gross; no tax taken ï Indicates that the state withholding taxes will not be 
withheld from the employee's pay. This box should not be checked for NDUS employees.  
 
Nonresident alien; Fed Rules ï Since North Dakota does not honor tax treaties, selection 
of this option for non-resident aliens will result in regular state withholding.  This option is 
valid only when the Non-Resident Alien option is selected for Federal Taxes. 
 
 
Tax Marital Status ï Select either Single (S) or Married (M) based on the Marital status 
of the employee.  For MN residents the options are Single; Married but legally separated; 
or Spouse is a nonresident alien (S), Married (M), or Married, but withhold at higher 
Single rate (B).  
 
Withholding Allowances ï Defaults to 0.  This field is used to enter the number of 
allowances that the employee claims for state withholding tax purposes and should 
match the number on the employee's W-4 Withholding Allowance Certificate. 
 
The Amount and Percentage fields operate exactly as they do on the Federal Tax Data 
page. 
 
Amount ï Enter an additional flat amount to withhold. 
 
Percentage ï Enter an additional percentage to withhold. The additional withholding is 
calculated by taking a percentage of the taxable wages. 
 
Additional Allowances ï Not used by NDUS 
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LOCK-IN DETAILS 

 
Letter Received ï Select this checkbox if a letter has been received from the IRS or the 
state taxing authority that specifies the allowances an employee is allowed to take. 
 
Limit On Allowances ï Enter the maximum number of allowances possible. The value 
that you enter in Withholding Allowances cannot exceed the value you enter in Limit 
On Allowances. 
 
 

LOCAL  TAX DATA  
 
Note: North Dakota (and Minnesota) do not currently impose local taxes.  Therefore, this 
page will not be used. 
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Update Payroll Options 
 
 

OVERVIEW  
This chapter defines the Payroll Options component and explains the procedures in 
updating an employeeôs payroll options. 

 

      PAYROLL OPTIONS SEARCH  
The payroll options pages are used to enter optional payroll processing information.  The 
information entered on these pages includes check distribution options and payroll 
deduction subset options.  
 

Note: Not All Payroll Options pages are required for payroll processing, with the 
exception of multiple jobs processing, when the single check option has been 
selected. 

 
To begin using the Payroll Options pages, use the following navigational path:  
Payroll for North America > Employee Pay Data USA > Update Payroll Options 
 
The following search dialog box displays: 
  
Update Payroll Options Page 
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Enter an Employee ID in the Empl ID field.  If EMPLID is unknown, enter the name in the 
following format: Name = first name or initial, Last Name = last name or part of last name 
with wild card. 
 

Click on the  button. 
 
The Payroll Options 1 page displays: 
 
Payroll Options 1 Page 

 

  
 
The Payroll Options 1 page is used to enter optional employee payroll processing, such 
as where the check should be distributed, and payroll deduction subset options. 
 
In the section directly under the Payroll Options 1 tab the Employee Name, Employee ID 
number and the Company Name appears. 
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PAYROLL OPTIONS 1 

 
Paycheck Delivery Option ï This option indicates what address it should print under the 
employee's name on the check stub.  When the system prints paychecks, it formats the 
address and chooses the detail it prints according to these choices:  the Company 
Distribution radio button is the default selection.  The Postal Service radio button should 
be selected only if the employeeôs check should be mailed via the Postal Service. 
 

DISTRIBUTION MAIL OPTION  

If Postal Service is selected for the Paycheck Delivery Option, select one of the 
following radio buttons to indicate the distribution address. 
 

¶ Home Address.  Select this option to send checks to the employee's 
home address. The system automatically displays the home address 
from the employee's Personal Information page. 

 

¶ Mailing Address.  Select this option to send checks to the employee's 
mailing address. The system automatically displays the mailing address 
from the employee's Personal Information page.   

 

¶ Check Address.  Select this option to send checks to an address other 
than the employee's home or mailing address. You'll enter the address in 
the address fields below.  

 

¶ Update Check Address hyperlink., If none of the above options are 
sufficient, you can actually change the check address right on this page 
and the system will cross update the same address in the employeeôs 
Personal Information record.  When you click this hyperlink, the address 
fields change to allow data entry.  The system will show ñCurrent and 
Future Addressesò.  Use the effective date carefully, as it will be saved to 
the Personal Information record. 

 
Country ï Enter country. 
 
Address 1, Address 2, and Address 3 - If you selected the Check Address option, enter 
the address to which checks should be sent. If you selected Home Address or Mailing 
Address, the system completes this field automatically, based on the employee's 
Personal Information. 
 
City ï Enter the city. 
 
County ï Enter the county. 
 
State ï Enter the state. 
 
Postal ï Enter the postal code. 
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PAYROLL OPTIONS 2 

 
Click on the Payroll Options 2 page. 
 
The Payroll Options 2 page displays: 
 
Payroll Options 2 Page 

 

 

 
The Payroll Options 2 page is used to enter optional employee payroll processing, such 
as where the check should be distributed, and payroll deduction subset options. 
 
Primary Pay Group:   The primary pay group should equal the pay group assigned to 
the employeeôs primary job in Job Data.  Paysheet creation uses the primary pay group 
as a key field.   
 
Important Note:  If you change an employeeôs primary paygroup on Job Data you MUST 
change the paygroup on Payroll Options.  Job Data and Payroll Options are not synced. 
 
 

PAYCHECK LOCATION OPTION SECTION  

The Paycheck Location Option radio buttons specify which location code is used as a 
sort option for printing paychecks for this pay group.   
 

¶ Home Department Location.  The Location Code (on the Department Table) 
associated with the Department ID on the employee's job record is used as a sort option 
for printing checks. 
 

¶ Job Location.  Not currently being used by NDUS. 
 

¶ Other Location.  Not currently being used by NDUS. 
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Mail Drop ID ï .Paychecks and advices are currently set up to sort on this field.   
Institutions may customize the order their forms are printed by: 
 

¶ Leave blank if alphabetical order is preferred 

¶ Entering department numbers (if department order is preferred). 

¶ Entering customized numbering system for other orders. 
 
Paycheck Name ï Use Paycheck Name to indicate a name, other than the employee 
name entered on Personal Options 1, to whom the paycheck should be made out. This 
field is not formatted, so enter the name exactly as it should appear on the paycheck.  
This needs to be entered BEFORE payroll is confirmed. 
 

DEDUCTIONS TAKEN SECTION  

NDUS selects the No Override which is the default for this section and the Deduction 
Subset ID is left blank. 
 

Click  located at the bottom of the page. 
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Direct Deposit 
 
 
 

OVERVIEW  
This chapter defines the direct deposit component and explains how to set an employee 
up with a direct deposit.  NDUS requires each employee the option of direct deposit. 
When an employee submits paperwork for direct deposit, the system can send a 
prenotification of the account and the Transit/routing number to the employeeôs bank, if 
desired.  The bank will attempt to process the information in order to simply validate the 
numbers.  If the bank can successfully prenote, the employeeôs funds will be deposited in 
the first payroll after this validation is successful.  If the bank cannot post the account 
information, it will notify the appropriate payroll office, who will in turn request the 
employee to correct the data or submit new forms.  In the event that the bank cannot 
process the routing and/or account number, the employee will continue to receive a 
paper paycheck.  Timing for the processing of new direct deposits and/or changes to 
existing direct deposits is driven by when the employee submits the information and 
when the prenote process is run by NDUS.   
 
Note: Checking the prenotification required box is not mandatory and the default is 
to NOT prenote and the checkbox is NOT checked. 
 

IMPORTANT NOTE 
It is critically important to note that the Direct Deposit record is different from 
virtually all other employee data in PeopleSoft.  The difference being that the Direct 
Deposit data for an employee is shared across ALL payroll systems using the 
ConnectND PeopleSoft System (including the State of North Dakota, all twelve 
universities, the Bank of ND, etc).  For this reason, any changes made to existing 
data on this record affect all of the employeeôs paychecks across any 
organizations.  It is recommended that your campus direct deposit forms inform 
the employee of this and that the forms inquire if they currently work at any other 
ConnectND organization.  The direct deposit information is app messaged to the 
Financials system.   
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SINGLE DEPOSIT 
The Direct Deposit page is used to record the information that is required to enable the 
direct deposit of employee pay to checking and/or savings bank accounts.  Once you 
receive direct deposit paperwork from an employee (make sure they are hired first), you 
can begin the process of defining the direct deposit details.  The employee should have 
included a cancelled check (not a deposit slip) with the routing/transit and account 
numbers along the bottom.   
 
To begin the process, use the following navigational path:   
Payroll for North America > Employee Pay Data USA > Request Direct Deposit 
 
The following search dialog box appears: 
 
Request Direct Deposit Page 

 

 
 
Enter the Empl ID.  If EMPLID is unknown, input last name in the Last Name field.  If 
applicable, you can also enter the first name (or first initial) in the Name field.  
 

Click on the  button.  From the search results returned, click on the 
appropriate EMPLID. 
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The Direct Deposit page displays: 
 
Direct Deposit Page 

 

 

 
 
The employeeôs name appears under the Direct Deposit page tab.  The employeeôs 
Person ID displays across from the name to the right. 
 
To setup a Direct Deposit, enter information into the fields as described.  
 
 

DEPOSIT INFORMATION  

Effective Date ï Defaults to the current date.  Enter the date the direct deposit action 
becomes effective. 
 

Status ï Click the  to select either Active or Inactive.  Select Active if the direct 
deposit is to be processed.  Select Inactive when a direct deposit is no longer to be 
processed. 
 
Suppress DDP Advice Print ï Select this checkbox to issue their pay advice 
electronically.   If an employee has a part of his check being direct deposited and a part 
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in a paycheck, the check also shows the DDP information.  Note: Currently, NDUS is not 
printing advices.  Employees can view their advice information through the self-service 
portal.   
 

DISTRIBUTION INFORMATION 

 
Country Code -  Defaults to USA 
 
Bank ID ï Enter the Bank ID.  This is the 9 digit bank transit routing number found at the 
bottom left of the check.  This bank id number will be validated against the Bank Table.  If 
the bank id you are trying to use is not in the table, refer to bank id setup instructions on 
page 40.  The Bank Name and Address default after entering the Bank ID number. 
 
Prenotification Reqd ï This check box defaults to OFF. You must check this box if you 
choose to send a prenote to the bank. 
 
International ACH Bank Account ï Not currently used by NDUS. 
 

DISTRIBUTION 
 
Account Type ï Select from the drop down list: Checking, Savings, or Issue Check.  The 
Checking and Savings account types will require Bank and Account data.  The Issue 
Check option will not require those fields to be filled in. 
 

Deposit Type ï Click  to select one of the following values:  Amount, Balance, or 
Percent.   
 

¶ Select Amount if the employee wants a fixed dollar amount to be deposited in 
this account. 

 

¶ Select Balance if the balance of an employee's pay is to be deposited in this 
account.  This option will always be used if the employee is depositing their 
entire pay to a single account. 

 

¶ Select Percent if the employee wants a specific percentage of his net pay to 
be deposited in this account. 

 
Net Pay Percent ï Enter a percent if Percent in the deposit type is selected.  
 
Net Pay Amount ï Enter a specific dollar amount if Amount in the Deposit Type is 
selected. 
 
 
Priority ï Enter a priority number for this distribution.  During calculation, distributions are 
made to accounts in order of their priority numberðthe lower the priority number, the 
higher the priority. The system uses the priority if the employeeôs net check cannot cover 
all the deposit definitions.  Make sure that the Balance deposit type entry has the highest 
priority number.   
         Example:   the first direct deposit ï enter 100; the second direct deposit ï enter 
200;          and so on.  Another example:  the first direct deposit - enter 1; the second 
direct deposit ï enter 2; and so on.   
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Account # - Enter the employee's bank account number. The account number 
represents the employee's checking or savings account into which the money is 
deposited. This number is typically located in the bottom center of the check. 
  

Prenote Date - The Prenote Date displays here when the next payroll is run if prenote is 
selected. 
 
Prenotification Status ï To verify that the Bank ID and Account numbers are valid, the 
system creates a prenote status file the first time it processes direct deposits for each 
employee, if selected.  If prenote is not selected, the status will remain as Not Submtd. 
 

Click on  located at the bottom of the page. 
 

ERROR MESSAGES 

If you indicate that the direct deposit is going into a Checking or Savings account in the 
Account Type Group box, you must complete the Bank ID and Account # fields.  The 
system needs to know that data to properly direct the funding to the employeeôs bank and 
account.  If one or both of these fields is left empty, the system will issue an error 
message. 
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MULTIPLE ACCOUNTS 

 
 
To set up multiple direct deposits, use the same process as described for a single direct 
deposit.  The only difference is the insertion of rows for the additional direct deposit 
accounts.  
 
Note: If issuing separate checks for multiple payments issued in the same pay period, 
each check will be direct deposited using the multiple accounts setup.  For example: An 
employee is issue regular pay for $1000 and a separate check for $100.  Using the 
following scenario of $100 deposited to a savings account and the balance to a checking 
account, the employee will have their regular pay deposited with $100 going to saving 
and $900 going to checking.  For their separate check, the entire $100 will be deposited 
to the savings account since that account has the highest priority.   
 
The following scenario describes the multiple direct deposit setup.    
 

SCENARIO :  An employee wants to deposit $100 into their savings account and the 

remaining balance into their checking account. 
 
Navigate to: Payroll for North America > Employee Pay Data USA > Request Direct 
Deposit 
 
 

STEP 1:  Enter/search for the EMPLID to be set up, assign the Effective Date, set 

Status to Active, and click the Suppress DDP Advice Print checkbox.  
 
 

STEP 2:  Enter the Savings Account information as indicated below: 

 
 
Bank ID -   Enter the Bank ID.  
 

Prenotification Reqd - Do not select the checkbox.  
 

Account Type - Select the Savings drop down menu. 
 

Deposit Type - Click on  and select Amount since this employee wants to put a fixed 
amount in their savings account.  
 
Net Pay Amount ï Enter the dollar amount of 100. 
 

Priority - Since this is the first priority, enter 100 for the priority number for this 
distribution.   
 

Account # - Enter the employee's bank account number. The account number 
represents the employee's savings account into which the money is deposited.  
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Prenote Date - The Prenote Date displays here when the next payroll is run.  Running 
the prenote process also changes the Prenotification Status to Submitted. 
 
 

Prenotification Status - To verify that the Bank ID and Account numbers are valid, the 
system will create a prenote status file the first time it processes direct deposits for each 
employee.  When entering new direct deposit information, and prior to the running of 
Prenote, this status will be set to Not Submitted. 
 
 

STEP 3:  Click the  button as shown below to add a row for the checking account 

information.  
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A new row appears.   
 
Direct Deposit Page 

 

 
Enter the Checking Account information. 
 
Bank ID ï Enter the Bank ID. Choose one from Search List. 
 

Prenotification Required - Do not select the checkbox. 
 

Account Type - Select the Checking from the drop down menu. 
 
Deposit Type ï Select Balance as the deposit type to designate the account to receive 
the remaining funds.  
  
Net Pay Percent ï No entry is necessary. 
 
Net Pay Amount ï No entry is necessary. 
 

Priority - Enter 200 since this is the second priority.   
 
 



Ac 

Connect ND    

June, 2011 

Payroll   Page 37  

Account # - Enter the employee's bank account number. (For this example, make one 
up)  The account number represents the employee's checking account into which the 
money is deposited.  
 

Prenote Date -  The Prenote Date displays here when the next payroll is run, if selected. 
 

Prenotification Status - To verify that the Bank ID and Account numbers are valid, the 
system will create a prenote status file the first time it processes direct deposits for each 
employee, if selected. 
 

Click on  located at the bottom of the page. 
 

 



Ac 

Connect ND    

June, 2011 

Payroll   Page 38  

 

INACTIVATING DIRECT DEPOSITS 
 
To inactivate direct deposits for employees, use the following navigational path: Payroll 
for North America > Employee Pay Data USA > Request Direct Deposit 
 
The following search dialog box now displays: 
 
Direct Deposit Request Page 

 

 
 
Enter the EmplID or Last Name 
 

Click on the  button and the Direct Deposit page appears. 
 
To inactivate an employeeôs direct deposit follow the instructions listed below: 
 

Step 1:  Click on the  button located directly below the Deposit Information title bar. 

 
A new effective-dated row appears: 
 
Direct Deposit Page 
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Step 2:  Enter the date the direct deposits become inactive in the Effective Date field. 

 

Step 3:  Click the  and select Inactive in the Status field.  

 

Click on  located at the bottom of the page. 
 

Note:  This will inactivate all entries and the employee will now receive a check. 
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SET UP OF NEW BANK TABLES 

 
When setting up new bank direct deposit information for an employee, if a search on 
Bank ID results in no matching values, that means the bank is not currently set up in the 
system.  Return to the top menu to set up new bank information by going to the following 
set up screen:  Setup HRMS > Common Definitions > Banking > Banks.   
 
The following screen will appear:  
 

Find An Existing Value Page 

 

 
 
Click on Add a New Value. 
 
Country: Enter the country code of USA. (Note: The Bank of North Dakota currently 
does not process direct deposit information to countries other than USA.) 
 
Bank ID: Enter the bank/routing number.  This is the 9 digit bank transit routing number 
found at the bottom left of the check.   
 

Click on . 
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Add A New Value Page 

 

 
 
 
The Status should be set to Active from the drop down menu.  Choose Bank Type from 
the drop down menu (optional).  Enter the bank name and short description.  To enter the 

bank address, click on the  button.   
 
 

 
 
Enter the address for the bank.   
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Click  
 
Then click on Save on the Bank Table tab.      
 
Edit Address Link 
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General Deductions 

 
OVERVIEW  
 
This chapter defines the General Deduction component and explains the procedures in 
setting up an employeeôs general deduction.  This chapter also explains how to override 
the payment schedule at the employee level.  
 
General Deductions are defined for each Company on the Company General Deduction 
Table.  Employees will have General Deduction Data set up based on the General 
Deduction Codes established for the Company code to which they are assigned.  For 
example, if a person is employed by the University of North Dakota (Company code 
UND), then the General Deductions that can be established for that employee will be 
determined by the General Deductions set up on the Company General Deduction Table 
for Company UND. 
 
 

GENERAL DEDUCTIONS 
 
Use the General Deduction Data page to assign general deductions (non-benefit 
related) to an employee and to define the calculation method. The most common types of 
general deductions are union dues, charitable contributions, and garnishments.  All 
General Deduction codes used by NDUS begin with the letter ñHò. 
 
To begin the general deduction process, use the following navigational path: 
Payroll for North America > Employee Pay Data USA > Deductions > Create 
General Deductions. 
 
The following search dialog box now displays: 
 
Create General Deductions Page 
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Enter an Employee ID in the EmplID field.  If EMPLID is unknown, enter name in the 
following format: Name = first name or initial, Last Name = last name or part of last name 
with wild card.  
 

Click on the  button.  From the search results returned, click on the 
appropriate EMPLID. 
 
The following General Deduction Data page displays: 

 
General Deduction Data Page 
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GENERAL DEDUCTION DATA  
 
The following sections and fields are contained on the General Deduction Data page. 
 

Deduction Code ï Enter the deduction code, or select the code by clicking on .   The 
selections available edit directly from the Company General Deduction table associated 
with the Company in which the employee is employed. 

 

Deduction Details Section 

Effective Date ï The current date defaults.  Enter the date that the deductions will take 
effect.  This should be the first day of the pay period.  For example, if a deduction is 
supposed to be deducted from a paycheck that will be issued on Sept 15, with the NDUS 
pay lag, the pay period is 8/16 through 8/31.  The effective date to enter should be 
8/16/XXXX.  
 
Take on all Paygroups ï This option applies only to employees who have jobs in more 
than one pay group. It identifies whether or not to take the deduction when the 
employee's pay group is not being processed.  The system will take the deduction only 
when the employeeôs primary paygroup is paid if this flag is not turned on.  If it is checked 
on, the system will take the deduction from all jobs where the deduction is active. By 
default, the flag in on and should remain on.  
 
Calculation Routine ï The Calculation Routine determines how a deduction will be 
calculated for an employee.  The system default value is Default to Deduction Table. 

Click  to select the appropriate Deduction Calculation Routine from the list.  The 
following describes the delivered selections available from the drop down list.  
 
-Calculated by Salary System ïNot used by NDUS.  
 
-Default to Deduction Table uses the deduction calculation routine specified on the 
Deduction Table.  If you select this option, the system takes the amount or percent from 
the Deduction Table; thus, the Flat/Addl Amount (flat/additional amount) field and the 
Deduction Rate or % field on this page is not available for entry.  
 
-Flat Amount establishes the deduction as a flat amount. Enter the amount in the 
Flat/Addl Amount field, which is treated as an amount per pay period.  
 
-Percent of Federal Gross calculates the deduction as a percent of Federal gross income. 
Enter the percent in the Deduction Rate or % field.  
 
-Percent of Net Pay calculates the deduction as a percent of net pay. Enter the percent in 
the Deduction Rate or % field. 
 
-Percent of Special Earnings calculates the deduction as a percent of a special 
accumulator, such as a 457 plan. Enter the percent in the Deduction Rate or % field. 
Special Accumulator Codes are set up on the General Deduction Table. 
 
-Percent of Total Gross calculates the deduction as a percent of total gross income. Enter 
the percent in the Deduction Rate or % field.  
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-Percentage - Not used by NDUS. 
 
-Rate x Hours Worked calculates the deduction as rate multiplied by hours worked (hours 
with the FLSA flag selected). Enter the rate in the Deduction Rate or % field.  
 
-Rate x Special Hours calculates the deduction as a rate multiplied by hours that have a 
special accumulator associated with them. Enter the rate in the Deduction Rate or % 
field. The Special Accumulator Code is set up on the General Deduction Table.  
 
-Rate x Total Hours calculates the deduction as a rate multiplied by total hours. Enter the 
rate in the Deduction Rate or % field. 
 
-Special Deduction Calculation indicates that you have written a special calculation that 
you want to use. This option requires technical assistance.  
 
Ded. Stopped by Self Serv User ï This checkbox is selected by default. If the employee 
stops a voluntary deduction using the Voluntary Deduction Update self-service Web 
application, the system will select this checkbox.   This will only apply to specific 
deductions.   
 
Deduction End Date ï Select the date when the deduction should no longer be taken. 
Example: If a paycheck issued on 9/15 is the last paycheck in which the deduction should 
be taken, with the NDUS pay lag, the pay period is 8/16 through 8/31.  The effective date 
to enter should be 8/31/XXXX.  
 
Deduction Rate or % - Enter a rate or percent depending on the value selected in the  
Calculation Routine field.  
 
Loan Interest % -- Not used by NDUS. 
 
Flat/Addl Amount ï Depending on the value selected in the Calculation Routine field, 
you may need to enter a flat or additional amount in this field.  
 

Note: The system maintains the maximum calendar year deduction amount for the 
deduction in the Deduction Table. The system checks this maximum before 
processing the deduction during Pay Calculation. 

 
Goal Amount ï Enter the limit for the total amount of the deduction. Once this goal is 
met, the deduction will end. However, if there is a maximum yearly deduction, and the 
maximum has been reached, the system does not take the deduction, regardless of 
whether the goal amount has been reached.  For example, if the maximum yearly 
deduction amount allowed for a deduction is $80, and an employee's goal amount for the 
same deduction is $100, the system stops taking the deduction when $80 is reached. 
 
Current Goal Balance ï This field displays the total amount taken to date from the 
employee's pay for this deduction when the Goal Amount field has been populated. The 
system updates this amount after every payroll run, during the Pay Confirmation process. 
When the Current Goal Balance equals the Goal Amount for this deduction, the system 
stops the deduction. If you want the deduction to start again, you must increase the Goal 
Amount to the new total to be deducted.  
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This data was last updated by, On ï Each time the general deduction is updated, the 
system indicates whether an Online Operator or a Web User made the update, and it 
displays the date of the most recent update.  Online operators can update online using 
the General Deduction Data page. The employee, also known as the Web user, can 
update using the Voluntary Deduction self-service application. 
 

EXAMPLE OF UPDATING AN EXIST ING GENERAL 

DEDUCTION  
Scenario: An employee elects to change the amount of their AFLAC general deduction.  
The current pay period deduction is $16.71.  The amount will change to $17.71 effective 
with pay issued on 03/31/2011.  The current set up is below: 
 
General Deduction Data Page 

 

 
 

Add a new row by clicking on the  in the Deduction Details section.  Enter the effective 
date of 03/01/2011.   
 
Change the Flat/Addl Amount to $17.71.   
 

Click .  
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An example of the updates are shown below.  
 
General Deduction Data Page 
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GENERAL DEDUCTION OVERRIDE  
 
The General Deduction Override page is used to override deduction settings contained 
on the Deduction Table for a particular employee.  
 

Note:  This page will be used when setting up monthly deductions. 

 
To begin the process, use the following navigational path:  
Payroll for North America > Employee Pay Data USA > Deductions > Override 
General Deductions 
 
The following search dialog screen appears: 
 
Deduction Override Page 

 

 
 
Enter an Employee ID in the EmplID field.  If EMPLID is unknown, enter name in the 
following format: Name = first name or initial, Last Name = last name or part of last name 
with wild card. 
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Click on the  button.   From the search results returned, click on the 
appropriate EMPLID. 
 
The General Deduction Override page appears: 
 
Deduction Override Page 

  

 

DEDUCTION OVERRIDE SETTINGS SECTION  
 
Deduction Code ï Enter a deduction code, or select a code from the lookup that 
identifies the deduction for the override.   
 
Deduction Taken In ï The default pay periods are specified on the Deduction Table. To 
override the default pay periods in the Deduction Table, select all of the appropriate 
checkboxes for the pay periods in which this deduction should be taken.  For example:  
pay period ending 6/15/XXXX is the first pay period in the month.  The deduction will be 
taken from the paycheck issued on 6/30/XXXX.  The pay period ending 6/30/XXXX, no 
deduction will be taken because the Second Pay Period is not checked in General 
Deduction Override.  
 
Arrears Payback/Maximum Amount - (Not currently being used by NDUS). 
 
Select this checkbox to specify a limit on how much the system deducts from the 
employee's pay each pay period to reduce an arrears balance.  
 
 

Click on the  button located at the bottom of the page.  
 



Ac 

Connect ND    

June, 2011 

Payroll   Page 51  

EXAMPLE  OF ADDING A GENERAL  DEDUCTION  WITH  AN AMOUNT   
 
Scenario:  An employee chooses to have the United Way deduction automatically 
deducted from payroll.  Follow the steps to setup this deduction. 
 

1. Click on the  key in the General Deduction box to add a new deduction code.   
2. Enter the deduction code or if not known, click on the look up button.   
3. Enter the effective date the deduction is to begin.  (Example: If the deduction is to be 

taken from paycheck issued 1/31/xxxx, the effective date should be 1/1/xxxx).    
4. In the Deduction Calculation Routine field, choose Flat Amount from the drop down 

menu.   
5. Enter the flat amount and goal amount (if applicable).   
 

 

Click on the  button.  
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Garnishments 
 
 

OVERVIEW  
 
In PeopleSoft, Garnishment setup and processing is used to handle tax levies, child 
support payments, wage garnishments and other mandated deductions from paychecks.  
Keep in mind that the term ñgarnishmentò, in this chapter and elsewhere, is often used 
generically to refer to all such deductions.   
 
PeopleSoft Payroll gives the user flexibility in garnishment processing.  Not only can 
ordinary automated garnishments be set up within the Payroll system, but the user can 
have the system account for court orders that call for specific disposable earnings.  
Furthermore, users can set up individual deduction schedules to comply with court orders 
stipulating garnishments that vary in amount by pay period. 
 
 

GARNISHMENT SPECIFICATION DATA  
 
Use the following navigation path to display the Garnishment Spec Data pages: 
  
Payroll for North America > Employee Pay Data USA > Deductions > Create 
Garnishments 
 
The following search dialog box displays: 
 
Create Garnishments Page 
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Enter the Employee ID in the EmplID field.  If you donôt know the EMPLID, you may use 
the name field to search, using the following format: Name = first name or initial, Last 
Name = last name or part of last name with wild card. 

Click on the  button.   From the search results returned, click on the 
appropriate EMPLID. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Garnishment Spec Data 1 page displays: 
 
Garnishment Spec Data 1 Page 

 

 
 
The Garnishment Spec Data 1 page is used to enter actual garnishment order 
information.   
 
Garnish ID ï Set up one garnishment specification for each garnishment order received 
for an employee. Each garnishment specification must have a unique code entered in the 
Garnish ID field, for each unique EMPLID.  The first garnishment will be 1 and 
incremented by 1 with subsequent garnishments.  For example: John Doe has 2 
garnishments using Garnish ID 1 and 2.  A third garnishment is received so that 
garnishment will be assigned with Garnish ID 3.     
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Status ï As the status changes throughout the life of the garnishment, it is the userôs 
responsibility to update this field.   
 

Note:  Updating garnishment status is important because it affects the payroll 

processing of the garnishment deduction.   

 

Select the Status value from the following options by clicking . 
 
- Received. Select this option when you first establish a new garnishment record.  
 
- Approved. Select this option when you inform the court, authorized agency, or 
government agency that the company will comply with the garnishment or levy. 
 
- Completed. Select this option when the garnishment has been paid in full. 
 
 
 
 
- Rejected. Select this option if you can't comply with the garnishment or levy. For 
example, if the employee has been terminated and there are no wages to garnish, you 
can reject the garnishment.  
 
-Cancelled.  Select this status if the garnishment order is cancelled by the issuing 
agency, such as the U.S. Department of Education for Student Financial Assistance. 
 
-Released.  Select this status if the garnishment order is released by the issuing agency, 
such as the IRS. 
 
-Terminated.  Select this value if the garnishment order is terminated by the issuing 
agency, such as the California Franchise Tax Board. 
 
- Suspended.  Select this option if you need to stop the garnishment deduction in payroll, 
but want to preserve the garnishment specification data. 

     
 

Note: If you select Received or Approved, the system processes the garnishment 
when you run Pay Calculation; if you select Completed, Rejected, or Suspended, 
Cancelled, Released, or Terminated the system will ignore the garnishment during 
the calculation process. 
 
When setting up a garnishment for the first time and withholding is to be taken on 
the next payroll, select Approved. 

 
 

Note:  Do NOT change the status of a garnishment until after all Accounts Payable 
processing is completed for the pay period.  
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Received On ï Enter the date and time you received the writ of garnishment or tax levy 
from the court, authorized agency, or government agency. 
 
Respond By ï Indicates the date and time by which you need to tell the court, authorized 
agency, or government agency whether you can comply with the garnishment order. 
 

Garnishment Type ï Click  to display the list of garnishment or levy types.  Select 
one of the following options: 
 
- Writ of Garnishment.  Typical garnishment type for failure to pay. 
 
- Tax Levy.   Failure to pay taxes. 
 
- Chapter 13 Bankruptcy.  Chapter 13 bankruptcy in the U.S. 
 
- Wage Assignment.  Similar to a Writ (that is, signifying a failure to pay). 
 
- Child Support.  Typically ordered by a family court. If the garnishment is this type, select 
either Current or Arrears, as applicable, in the Garnishment Support Type field. 
 
- Spousal Support.  Typically ordered by a family court. If the garnishment is this type, 
select either Current or Arrears, as applicable, in the Garnishment Support Type field. 
 
- Dependent Support.  Typically ordered by a family court. If the garnishment is this type, 
select either Current or Arrears, as applicable, in the Garnishment Support Type field. 
 
- Student Loan Repayment.   Relates specifically to the repayment of student loans, and 
is similar to a Writ. 
 
Support Type -  Applies only for Child Support, Spousal Support and Dependent 
Support type garnishments.  Select Current or Arrears, as appropriate.  
 
Court Document IDs-  these fields are used to identify garnishment documents from the 
court.  

¶ Enter the Case Number in the first field. 

¶ The second field will be used for Friend of the Court garnishments only.   
      Enter the FIBS Code. 

  
Court Name ï Enter the name of the court that issued the garnishment order. 
 
Remarks- this field is used to enter any special instructions or comments about this 
garnishment 
 
Click on the Garnishment Spec Data 2 tab. 
 
Garnishment Spec Data 2 Page 
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The Garnishment Spec Data 2 page displays. 
 
Use the Garnishment Spec Data 2 page to enter information regarding the payee. 
 
SetID ï enter SetID of SHARE: the value you select here will determine the list of 
Vendors you can select from in the Vendor ID field (below).  
 

Vendor ID ï Select the Vendor ID by clicking on .  This will instruct the system to pay 
the garnishment through Accounts Payable.  Note that the vendor table is shared 
between State and Higher Education.  To assure that you are selecting a Higher Ed 
vendor, you must select an NDUS vendor that has a short description name starting with 
an ñHò. 
 
Location ï If a vendor ID is selected, select the specific location for this garnishment 
from among the locations setup for the payee on the vendor table. 
 

Remit Address ï click on the  to select from a list of valid addresses associated with 
the Vendor ID you just selected: it represents the remittance address.  This selection will 

automatically populate the remaining address fields.  Note: the  link can be 
used to update the vendor address.   
 
Payee Name-  enter the name the Garnishment payment should be issued to, if it is 
different than the Vendor Name. 
 
Contact- Name and Phone-  enter contact information here, as applicable. 
 

Note: The Garnishment Payee has to be set up on the Garnishment Payee Table 
prior to setting up the garnishment. 
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Country ï not enterable if you have selected a Vendor ID.  If you did not select a Vendor 
ID, enter USA and tab out. The Address fields then become available for data entry. 
 
 
Click on the Garnishment Spec Data 3 tab. The Garnishment Spec Data 3 page 
displays: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Garnishment Spec Data 3 Page 

 

  
 
The Garnishment Spec Data 3 page is used to define garnishment deduction 
parameters and any applicable limitations.  
 
 

Deductions Section 
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Deduction Schedule ï For NDUS, select Deduct by Schedule. 
 
Since the Deduct by Schedule option is selected, use the Garnishment Specification 
Data 5 page to create the deduction schedule and complete the deduction information. 
 
Priority ï Used for garnishments to which proration rules do not apply. Indicate the 
processing priority of this garnishment in relation to all other garnishments for the 
employee. Use this field when the employee has more than one garnishment.  If the 
Priority field is left blank, or assign the same priority number to more than one 
garnishment specification, the system will determine the processing priority by sorting the 
specifications by Garnish ID. A lower priority number refers to a higher priority in 
garnishing the wages (a garnishment with priority of 1 will take place before a 
garnishment with priority of 2).  Note: PeopleSoft Payroll provides for proration of 
garnishments for those states that allow proration of garnishments when an employee 
has more than one of the same type.  If the garnishment proration option is used, the 
system will use the value in the Priority field only for garnishments to which proration 
does not apply.   
 
Include Company Fee Within DE ï This is used to instruct the system to deduct this fee 
from the employeeôs disposable earnings before garnishment deductions are taken.  The 
default is checked. 
   
Include Payee Fee Within DE ï This is used to instruct the system to deduct this fee 
from the employeeôs disposable earnings before garnishment deductions are taken.  The 
default is checked.   
 
 

Limitations Section 

The fields in the Dates group box impose time and amount restrictions on the 
garnishment deduction that is being setup.  This functionality is useful when an employee 
has multiple garnishment orders from states where: 
 
1. Regulations prohibit the collection of more than one garnishment order at a time; or,  
 
2. They impose time limits on the collection of a garnishment. 
 
Start Date ï If you want the garnishment deduction to start immediately, leave the Start 
Date field blank. Otherwise, enter the date the deduction should begin.  
 
Stop Date ï Leave the Stop Date field blank if you want the garnishment deduction to go 
on until the garnishment is satisfied. Otherwise, enter the date the deduction should stop. 
The garnishment stop date must be greater than the check date for a pay period to have 
the garnishment withheld for that pay period.  For example, if the pay period has a pay 
period end date of 7/15/xxxx and a check date of 7/31/xxxx then the garnishment Stop 
Date must be greater than 7/31/xxxx in order to have the garnishment withheld in the 
7/15/xxxx pay period. 
 
Calculate Stop Date ï In certain situations, when the exact stop date is unknown, you 
can have the system calculate one for you by selecting the checkbox. For example, some 
states have rules for garnishments (like a Writ), specifying a term of 90 days.  In other 
words, you can only garnish money for 90 days.  The 90-day term does not begin until 
you actually begin taking money from the employee, that is, until the employee has 
money available to garnish.  Consider the following scenario: you may receive a 
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garnishment order on September 1.  If the employee has another garnishment of a higher 
priority, there may not be any money left to garnish until November.  In this situation, you 
wonôt be able to enter a stop date because you donôt know what the exact start date will 
be.  Instead, select Calculate Stop Date and enter the length of the garnishment term (in 

this example, 90) in Stop Date Days.  As soon as the system can take money for this 

garnishment, it: 
 
Calculates the stop date by adding 90 days to the processing date of the current pay 
period. 
Enters that date in the Stop Date field. 
Clears the Calculate Stop Date check box.  
   
From this point on, the system will take the garnishment until the end of the term or until 
other limits are satisfied. 
 
Stop Date Days ï Enter the length of the garnishment term if you are using the 
Calculate Stop Date option.  The Stop Date will be automatically populated once this 
garnishment has been run through the first payroll. 
 
Limit Amount ï Enter the garnishment limit amount, if applicable.  This is the total 
amount due for the garnishment.  For example, an IRS tax levy will specify exactly how 
much is owed in total for this debt. 
 
Limit Balance ï this field reflects what has been collected thus far against the 
garnishment.  The balance is updated after each payroll confirmation where the 
garnishment deduction has taken place.  When the limit balance equals the limit amount, 
the system will automatically stop taking the deduction.  However, the Limit Balance 
field does not reflect adjustments made to garnishment balances. Any time an online 
balance adjustment is made to garnishments, the same update should be made to the 
Limit Balance field.  Calculations for garnishment limit processing use the YTD 
garnishment balance field on the Garnishment Balance page.  Be sure to update the 
Limit Balance field with that value after making any adjustments to garnishment 
balances. 
 

Monthly Limit Amounts  

Garnishment - Enter the monthly garnishment limit amount if applicable.   For example, 
a child support order will typically specify how much should be withheld on a pay period 
basis.   It is important to note that in processing monthly limitations, the system uses the 
actual paycheck dateðnot the pay period end date, which may be in a different month.  
Depending on your pay cycle, you can calculate what the monthly maximum would be, 
and enter that amount here.  This will ensure that the employee never has more than the 
amount specified withheld from pay over the course of a month, no matter how many 
paychecks (both on and off cycle) are issued each month. 
 
Company Fee ï Not currently used by NDUS. 
 
Payee Fee ï Not currently used by NDUS. 
 
 
Click on the Garnishment Spec Data 4 tab. 
 
The Garnishment Spec Data 4 page displays: 
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Garnishment Spec Data 4 Page 

 

 
 
Note: The Garnishment Spec Data 4 page is not used by NDUS.  The Maximum 
Allowed is selected from the drop down menu by default. 
 
 
 
Click on the Garnishment Spec Data 5 tab.  To display the Garnishment Spec Data 5 

tab, click on the  located to the right of the Garnishments Spec Data 4 tab. 
 
 
The Garnishments Spec Data 5 page displays: 
 
Garnishments Spec Data 5 Page 

 

 
 
Note: The Garnishment Spec Data 5 page is used to set the payment schedule for the 
garnishment. In order to use this page, you must select the Deduct by Schedule option 
on the Garnishment Spec Data 3 page.  This is currently the option that is being used 
for all garnishment orders at NDUS.  Keep in mind that this page requires one row for 
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each pay period of the month (first and second) and both rows must be manually 
inserted/updated when creating or changing this data. 
 

 Pay Frequency ï Select S (semi-monthly) by clicking on  or type it in. 
 

Pay Period- Click on the  symbol to add a row for the second pay period and enter the 
applicable information. 
 

 

 

 

 

 

Deduction Calculation Routine Section 

Deduction Calculation Routine:  Select one of the following from the drop down menu. 
 

Value Description 

Maximum Sets the deduction equal to the disposable earnings minus 
any exemptions. When you select this option the system 
will take all that it can get. Maximum is generally used 
for tax levies only. 

% DE + 
Amount 

 

 

 

 

Sets the deduction equal to a percent of disposable 
earnings and/or a flat amount. % DE + Amount is 
generally used for child supports, garnishments, and 
student loans.   

 

If you select % DE + Amount, enter the appropriate DE 
percent and flat amount. The percent can be zero (leave 
DE Percent blank) if the deduction is a flat amount only.  
Standard usage is as follows: 

For child support, leave %DE blank and enter semi-
monthly amount. 

For wage garnishments, leave the amount blank and 
enter a maximum percentage of 25%. 

For student loans, leave the amount blank and enter a 
maximum percentage of 10%. 

% Gross + 
Amount 

Sets the deduction equal to a percent of earnings subject 
to garnishment plus a flat amount. 
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If you select % Gross + Amount, enter the appropriate 
gross (earnings subject to garnishment) percent and flat 
amount. The percent can be zero (leave DE Percent 
blank) if the deduction is a flat amount only. 

Greater of % 
DE  
or Amount 

Sets the deduction equal to the greater of a percent of 
disposable earnings OR a flat amount. 

 

If you select Greater of % DE or Amount, enter the 
appropriate DE percent and flat amount. The percent can 
be zero (leave DE Percent blank) if the deduction is a flat 
amount only.  

Greater of %  
Gross or 
Amount 

Sets the deduction equal to a percent of earnings subject 
to garnishment plus a flat amount. 

 

If you select Greater of % Gross + Amount, enter the 
appropriate gross (earnings subject to garnishment) 
percent and flat amount. The percent can be zero (leave 
DE Percent blank) if the deduction is a flat amount only.  

 
 
Disposable Earnings Percent - Enter the percentage of disposable earnings if 
applicable. 
 
Flat Amount ï Enter the amount to be deducted. 
 

Processing Fees Section 

Greater of % Deduction or Flat Amount ï If necessary, you can also specify different 
processing fees for each pay period.  NDUS is not currently utilizing this functionality. 
 
 
Click on Garnishment Spec Data 6 tab. 
 
 
The Garnishment Spec Data 6 page now displays: 
 
Garnishment Spec Data 6 Page 
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The Garnishment Spec Data 6 page is used to indicate which garnishment rule governs 
each garnishment. 
 

Assignments Section 

Law Source ï The location providing the definition or specifics outlining the garnishment 
rule.  Select the appropriate state for which this garnishment should be calculated by 

clicking on .  For example, if a child support order is received from the state of North 
Dakota, ND would be selected as the Garnish Law Source. 
 
Rule ID ï A unique code assigned to a table of exemption rules used in the calculation of 
disposable earnings. Both the Garnishment Law Source and Rule ID are maintained by 
the software vendor and, when combined, function as the identifier for each rule.   Select 
the applicable Rule ID for each Garnish Law Source. 
 
DE Definition ID ï (Disposable Earnings Definition ID) the garnishment DE Definition ID 
is displayed here. The DE Definition is attached to the Garnishment Rule ID.  For 
example, if you select a Garnish Law Source as ND and a Rule ID ñGeneralò, the DE 
Definition that will display is ñFederalò, as that is the DE Definition that is tied to the Rule 
ID of ñGeneralò. 
 
When an employee has more than one garnishment in a single state, the system 
determines proration rules based on the garnish law source. If the garnishments are for 
more than one state, the system uses the proration rule of the employee's resident state.  
 

Exemption Parameters Section 

The system uses the values entered in the Exemption Parameters group box to 
calculate the most favorable garnishment deduction amount for the employee.  



Ac 

Connect ND    

June, 2011 

Payroll   Page 64  

Depending on the exemption calculation that applies to this rule, the system may use one 
or more of the exemption parameters here to calculate the amount of disposable 
earnings that are exempt from garnishment. You only have to enter the exemption 
parameters that are appropriate to the rule.  If there are no exemption parameters 
appropriate to the Rule, then no data will be entered here. 
 
Dependent/Exemption Count ï Enter the number of dependents or exemptions claimed 
by the employee. 
 
Allowance Count ï  
 
Exempt Amount ï If a specific exemption amount is determined by the court, enter the 
amount in this field.  
 
Amount Frequency ï If a specific exemption amount frequency (daily, weekly, or 

monthly) is determined by the court, click on the  to select the appropriate option. 
 

Click on  located at the bottom of the page to complete the  
process. 
 
 

 

Deductions Allowed in DE Calculation 

For U.S. garnishments that allow specific deductions to be considered when calculating 
disposable earnings, the system dynamically populates this group box when you define a 
new garnishment for an employee and run the first payroll calculation.   
 
 
 
 
 
Click on the Garnishment Spec Data 7 tab.  Garn Spec Data 7 page displays: 
 
Garnishment Spec Data 7 Page 
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This page is only applicable when more than one of the same garnishment type is being 
processed for an employee.  In the U.S., when an employee has more than one 
garnishment in a single state, the system determines proration rules based on the 
garnish law source. If the garnishments are for more than one state, the system uses the 
proration rule of the employee's work state.  For each GARNID, enter the following 
information: 
 
Proration Rule State:  enter the State code associated with the garnishment being 
prorated 
 

Proration Rule ID:  click on the  to select from the Proration Rules associated with the 
Proration Rule State.  A proration rule is a set of rules used to determine what order to 
deduct multiple garnishments. 
 
 

 

Proration Override 

Court Ordered Percent:  enter the court ordered proration override % 

Court Ordered Amount: enter the court ordered proration override flat amount. 

 

 

 

 

Pay Mode 

Pay Mode:  Specify how PeopleSoft Payables makes the garnishment payment.  The 
following options are available: 
 
Pay as Deducted: select this value to pay the vendor each time PeopleSoft Payroll 
calculates and withholds this deduction. NDUS will use this option. 
 
Pay at Specified Date:  select this value to pay the vendor on a date that you specify in 
the AP Payment Date Type field. 
 
Pay When Collection Completed:  Select this value to pay the vendor only when you 
reach the goal amount or deduction end date. (This pay mode is valid for general 
deductions and garnishments.) 
 
AP Payment Date Type:  Specify which type of date to use when creating the accounts 
payable voucher. This field becomes available when you select Pay at Specified Date in 
the Pay Mode field.   NDUS will use the Check Date option. 
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Separate AP Payment:  Select this check box if the payment for this garnishment should 
be on a separate check when PeopleSoft Payables makes the payment.  The default is to 
not issue separate payments.  NDUS will NOT check this box. 
 

Click on the  button located at the bottom of the page.  
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GENERAL  DEDUCTION  
After the garnishment specification pages are setup, the next step is to assign the 
deduction code at the employee level in order for the system to process the garnishment 
deduction.  If an employee has more than one garnishment, only one garnishment 
deduction needs to be setup.  To setup the garnishment deduction code navigate to the 
General Deduction Data page. 
 
To begin the process of assigning a garnishment to an employee, click on the following 
navigational path:  
Payroll for North America> Employee Pay Data USA> Deductions> Create General 
Deductions. 
 
Enter the Employee ID in the EmplID field. 
 

Click on the  button. 
 
The General Deduction Data page displays: 
 
General Deduction Data Page 

 

 
 
Deduction Code ï If the deduction code field is blank, it means that there is no general 
deduction currently setup for the employee.  If the deduction code field is populated, you 
will need to review the current deductions, to see if HGARN has already been set up.  If 

not, insert a new row in the General Deduction section by clicking on the  in that 
section. 
 

Enter the deduction code for garnishment (HGARN) or choose it by clicking the .  
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Effective Date - Enter the effective date of this deduction. 
 
All other fields do not need to be populated.  Calculation values were setup on the 
Garnishment Specification pages. 
 

Click  
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EXAMPLES : HOW TO SET UP A CHILD  SUPPORT 

GARNISHMENT FOR NORTH DAKOTA  
 

Scenario: A new child support order issued from North Dakota was received on January 

2.  The order is for current monthly support of $324.75.  The following are the steps for 

set up of the new garnishment.  

 

Step #1: In Garnishment Spec Data 1, enter the Garnish ID, Status, Received and 

Respond Date/Time, Garnishment Support Type, Court Name, Court Document ID(s). 

(The Court Name and the Document IDôs can be found on the documents received from 

the child support agency.)  The Remarks section is optional. 

 

Garnishment Specification Data Page 
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Step #2: In Garnishment Spec Data 2, enter the SetID (SHARE), Vendor ID, Location, 

and Remit Address code.   

 

Garnishment Specification Data Page 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

Step 3:  In Garnishment Spec Data 3, enter the Deduction Schedule (Deduct by  

Schedule), Priority (normally the same as the Garnish ID on the first tab) and the monthly 

garnishment amount.  The default for Include Company Fee and Payee Fee is ON.  The 

Start Date, Stop Date, Stop Date Days, Limit Amount and Limit Balance fields do not 

apply with a child support garnishment.  The Company Fee and Pay Fee fields are 

optional. 

 

Garnishment Specification Data Page 
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Step 4: Garnishment Spec Data 4 tab can be skipped. 

 

Step 5: In Garnishment Spec Data 5, enter the Pay Frequency (S), Pay Period (First) 

and the flat dollar amount.  Use the system default of %DE+Amount.  Add another row by 

clicking on the + key in the Deduct by Schedule Option section.  Enter the Pay Frequency 

(S), Pay Period (Second) and the flat dollar amount. The processing fees sections are 

optional.  

 

Garnishment Specification Data Page 
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Step #6:  In Garnishment Spec Data 6, enter the Garnish Law Source and Rule ID.  The 

Exemption Parameters and the Deductions Allowed in DE Calc is not applicable.  

 

Garnishment Specification Data Page 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Step #7:  Garnishment Spec Data 7 can be skipped.  Save the record.  
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HOW TO SET UP A WRIT OF GARNISHMENT  
 

Scenario:  A writ of garnishment is received on November 1.  The employee owes a total 

of $4,239.93 remitted to Ward K Johnson PC.  They complete a dependent worksheet 

and claim 2 dependents.  Complete the garnishment setup as follows: 

 

Step #1:  In Garnishment Spec Data 1, enter the Garnish ID, Status, Received and 

Respond Date/Time, Garnishment Support Type, Court Name, Court Document ID(s). 

(The Court Name and the Document IDôs can be found on the documents received from 

the debt collection agency.)  The Remarks section is optional. 
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Step #2:  In Garnishment Spec Data 2, enter the SetID (SHARE), Vendor ID Location 

and Remit Address Code.  The Payee Name and Contact Name and Phone number are 

optional.   
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Step #3:  In Garnishment Spec Data 3, enter the Deduction Schedule (Deduct by 

Schedule), Priority (normally the same as the Garnish ID on the first tab). The default for 

Include Company Fee and Payee Fee is ON.  Enter the Start Date and the Stop Date or 

Stop Date Days.  The Calculate Stop Date box is optional but if checked, do not enter 

any values in the Stop Date or Stop Date Days fields.  Enter the Limit Amount from the 

garnishment order documents.  In the Monthly Limit Amounts section, leave the 

Garnishment field blank and the Company Fee and Pay Fee fields are optional. 

 

Garnishment Specification Data Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Garnishment Spec Data 4 tab can be skipped. 
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Step 5: In Garnishment Spec Data 5, enter the Pay Frequency (S), Pay Period (First) 

and Flat Amount ($25.00). Use the system default of %DE+Amount.  Add another row by 

clicking on the + key in the Deduct by Schedule Option section.  Enter the Pay Frequency 

(S), Pay Period (Second) and Flat Amount ($25.00).  Use the system default of 

%DE+Amount.  The processing fees sections are optional.  
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Step #6:  In Garnishment Spec Data 6, enter the Garnish Law Source and Rule ID.  If the 

employee claimed any dependents, input the number in both the Dep/Exempt Count field.  

The Exempt Amount field is not applicable.  No entry is allowed in the Deductions 

Allowed in DE Calc section.  

 

Garnishment Specification Data Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #7:  Garnishment Spec Data 7 can be skipped.  Save the record.  
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HOW TO SET UP A FEDERAL TAX LEVY  
 

Scenario:  A federal tax levy is received on January 26.  The employee completes the 

applicable sections of the document, claiming single with zero dependents.  The total 

amount owed to the IRS is $1081.87.   

 

Step #1:  In Garnishment Spec Data 1, enter the Garnish ID, Status, Received and 

Respond Date/Time, Garnishment Support Type, Court Name, Court Document ID(s). 

(The Court Name and the Document IDôs can be found on the documents received from 

the debt collection agency.)  The Remarks section is optional. 

 

Garnishment Specification Data Page 

 

 

 



Ac 

Connect ND    

June, 2011 

Payroll   Page 79  

Step #2:  In Garnishment Spec Data 2, enter the SetID (SHARE), Vendor ID, Location, 

and Remit Address code.  The Payee Name and Contact Name and Phone number are 

optional. 

 

Garnishment Specification Data Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #3:  In Garnishment Spec Data 3, enter the Deduction Schedule (Deduct by 

Schedule), Priority (normally the same as the Garnish ID on the first tab). The default for 

Include Company Fee and Payee Fee is ON.  Enter the Start Date.  Normally for a tax 

levy there would be no stop date since deductions continue until the IRS sends a release 

for the levy.  Enter the Limit Amount given on the IRS document. In the Monthly Limit 

Amounts section, leave the Garnishment field blank and the Company Fee and Pay Fee 

fields are optional. 

 

Garnishment Specification Data Page 

 



Ac 

Connect ND    

June, 2011 

Payroll   Page 80  

Step 4: Garnishment Spec Data 4 tab can be skipped. 

 

Step 5: In Garnishment Spec Data 5, enter the Pay Frequency (S), Pay Period (First).  In 

the Deduction Calculation Routine section, select Maximum Allowed from the drop down 

menu. Add another row by clicking on the + key in the Deduct by Schedule Option 

section.  Enter the Pay Frequency (S), Pay Period (Second) and select Maximum 

Allowed from the drop down menu. The processing fees sections are optional. 
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Step #6:  In Garnishment Spec Data 6, enter the applicable Garnish Law Source and 

Rule ID.  Since the employee claimed one dependent, enter 1 in both the Dep/Exempt 

Count field and the Allowance Count field.  Enter the exempt amount obtained from the 

exemption chart provided by the IRS.  The Deductions Allowed in DE Calc section will 

automatically populate after the next pay calculation.  
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Step #7:  Garnishment Spec Data 7 can be skipped.  Save the record.  

 

 
























































































































































































































































































































































































