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This procedure is used to create a one-time additional garnishment deduction.

1. Enter transaction code [ Menu Edit Favorites Extras System  Help
“PA30” and click the
: PA30 ¢ O
& |Enter icon. g JBCGQ CRR oDog HE
SAP Easy Access
2. Follow steps 1-4: Maintain HR Master Data
Dzem @ 0
’ \E’Ii’l I@Jl &,lﬁl Personnel no. |

@) Enter the employee’s mpo e

Personnel no. ~ @ person PersArea |4610) Dept of Ecology EEGroup |0 Perrma

2 Collective search help
= Search Term

e Click on the Payroll tab + il Free search

9 Scroll down and select

EESubgroup |01 Monthiy(M) OT Exd

Basic Personal Data anml f Benefits | Time Recording 4

PSubarea 0032 Agencywide

Garnishment Document Infotype text 5 Period
or enter the ]I]f[]TypE Withholding Info W4,/W5 US o’ = || (¢ Period .
HIRTEE Add. Withh. Info. US W 7 From
Other Taxes US ) Today
; a% . IRS Limits USA Al
o Click the Overview || ]Gamishment Document VI ) Erom curr.date
button / Garnishment Order o o e
e Garnish. Adjustment oot Paria
. Bond Purchases = =l e T—
Garnishments InfoType: Bond Denominations v
. Direct selection
0194—-Garnishment Document :
IInfotype !__Garanhment Document I 5Ty
L
3. Click the greyboxtothe |Eue® s usoya
left Of the garnishment BRENEEE] @@ Personnel No. (40000166 Name SMITH EMMETT
Find by PersArea 4610 Dept of Ecology EEGroup |0 Permanent
that needS to be ~ @ person PSubarea 00J2| Agencywide EESubgroup (01| Monthly(M) OT Exe. Status Active
g Collecthv h hel i 2001l 5
updated and click the B e v M ETT
. h
: [ Free searc Garnishment documents
Change icon.
Start Date |End Date  |No. |Sta Case no. Cat | Name
04/25/2008 07/10/2008 00011 08-0622 W GL 5189 Accrual Vendor =
01/21/2015 12/31/9999 00014 0B-0622 W GL 5189 Accrual Vendor ~
08/25/2008 01/19/2015 00014 08-0622 W GL 5189 Accrual Vendor
01/20/2015 01/20/2015 00015 0B-0622 W GL 5189 Accrual Vendor
HRMS Job Aid: Garnishment Adjustments—Additional Deduction Page 1 of 2

2/18/15



Garnishment Adjustments-Additional Deduction (cont.)
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4. Access pathway: From  [E pionpe  £oc oS0 Gamshment | Bxts  system  Heb
the menu bar choose G b eaQ | | @
Garnishment— Order Ctri+F1
Adjustment — Change Garnishm Order fast entry Ctrl+F2 i
g - Adjustment 3 Calculate end date
Additional deduction. H B L | oder Ordereoome =
New balknce
[E”Sll IE””“ % @ Personnel Mo. |40  Refund
Find by PersArea 4610 Stopped payment
~ @ Person PSubarea (0072 Ag Additional deduction
* [H] Collective search help Start I_blp’ Separate calculation
- L=
[H] Search Term Exceptional payment
o [H] Free search
5 ) Adjustm ent date: Create Additional Deduction (0216)
Enter the check date S E: I3
when the additional BEEEEENRE Personnel No.  |40000166 Name SMITH EMMETT
deduction will be taken. Find by Persrea [4610 Dept of Ecology EEGroup |0| Permy
M @ﬁ Person PSubarea 00J2| Agencywide EESubgroup 01| Monthly(M) OT Exi

U [H] Collective search help
G [‘ﬁ'] Search Term
« [l Free search

SeqNo of garn orders:
enter the number of
employee garnishment
orders.

Garnishment amount:
Enter the amount to be
adjusted or refunded.

Click the @ Enter

Additional Deduction

Case no. 08-0622
SeguenceMo 01
Adjustrnent reason 6|  Additional deduction
Adjustment date [+
ISeqNo of garn orders = | I
Order Type
IGarnlshment amount = USDI

icon and then click the
I | Save icon.
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