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Updating Deductions After Opening Timesheet

If deductions need updated after opening timesheet, please follow the below steps.

1. Click on the employee’s name in the timesheet, to navigate to their Employee Card.
OR Click on Employee > Employee List on the left tool bar to choose the employee
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2. Click on the Deductions tab
Update or Enter the deduction.
Save



Employee List > Allen, Austin (22)

Profile Tax Setup

Custom Fields

Notes

Type Deduction
401k

401K-Client
Traditional
Garnishment ment
Loan Advance w/
Repayment  Goal
Medical C-MED125

Direct Depasit Time Off

Internal Setup

Coverage  Start Stop
IH
EE
EE
EE 05/15/2024
EE

Allocations

Scheduled Pay

Multiple Pay Rates

Active v
EE - ER
Per Per
Rate
Pay Pay
000 4.0000 0.00
18314 0.0000 0.00
200.00 0.0000 0.00
150.00 0.0000 0.00

Go back to the timesheet

Dependents/Beneficiary

Deduction
Advance w/ Goal

Start Date

Deduct In

00000 @ Al Pay Periods
00000 @

Pay Period Amount
Oooco @ employee Amaunt
200.00
00000 @

Employee Goal

Goal
500.00

Shortfall

Balance
200.00

Click the Payroll Notes icon in the top right corner
Enter a note to inform the payroll rep to reload deductions before sending payroll out for
approval.

Click Close
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Regular Hours OT Hours
0.0000 0.0000
0.0000 0.0000

SEARCH...
Bonus - Reg §
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0.00

Commission - Reg § PTO
0.00
0.00 0.00

Events

Stop Date

Vendor Ref #

Attachments

Checks

Loan Number

periods Remaining

2

Paid
150.00

Repay Per Period
0.00
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nactive

Subscriber ID

Balance
350,00
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