Medical Aid Additional Withholdings (PA30)

Medical Aid Additional Withholdings

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to update an employee’s medical aid tax rate.

Perform this procedure when a new tax rate has been created and the employee
falls into the new category.

You have received notification that the employee belongs in a different medical aid
category.

In order to perform this transaction you must be assigned the following role:
Payroll Processor

Change History

Date Change Description

11/22/06 Lesa Terry — Create

8/10/09 Patty Peterson
Update into new template, new screen shots, correction of dates related to
employee transfer from one medical aid group to another.

Menu Path Human Resources = Personnel Management = Administration ->HR Master Data

Transaction Code

->Maintain

PA30

Helpful Hints

In the event of an employee transferring from one medical aid override group (IT
0234) to another with no break in service, the effective date of change must be the
check date that the change will take effect. This is true regardless of if the
employee is moving between agencies.
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Medical Aid Additional Withholdings (PA30)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

&

Example: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: _®_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

oor&

Example: & Save your entries.

Action: Perform the required action to proceed.

State of Washington

20of8



Medical Aid Additional Withholdings (PA30)

Procedure

1. Start the transaction using the above menu path or transaction code PA30.

HE master data Edit Goto Extras LUltilities Settings  Systerm Help

@ | B dH @@ DR oDhan BE @m
Maintain HR Master Data
I [ e Y

I: Personnel no.

F..

- 1

Basic Persanal Data k Payrall k Benefits k Tirme Recording k Addtl. Personal Data |||

LI} — —

I— |_|Inf0t},rpe text |E.. |_| Period
| lactions [«]| | ® Period
| |Organizational Assignment [~] From To
| |Personal Data || O Today O Curr.week
|_|AljlerSSES Al 1 Current maonth
|_|F'Ianned Working Time ) From curr. date ) Last week
|_|Elasic Pay 1 To Current Date _rLast month
|_|Cuntrat:t Elements ) Current Period ) Current Year
| |Date Specifications B = Chogse
| |Family/Related Person =

Direct selection
Infotype STy
3. Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.
Example: 40000186

Click @ (Enter) to validate the information.
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5. Onthe Payrolltab i Paoll | click the gray box to the left of | Add. Withh. Info. US4 select.

6. Inthe period | Period ; field, click the radio button for All.

Click E (Overview) for an overview of all actions associated with the Add. Withh. Info. US
infotype (0234).
8. Infotype Edit Goto  Ewxtrs n Help
V] plad B @@ I EHE ODhon BE @ m
List Add. Withh. Info. US
O o b &
| I| ¥ | Personnel Mo, 4B080186 Name ACKERSON SUE
Find by PersArea 2350 Dept of Labor & Industries EEGroup @ Permanent
e %;‘;rwn PSubarea 00HA WFSE Agencywide EESubgroup 05 H-OT Elig=40hrsiwk  Status  Active
Collective search
I8 search Tem [ Choose  [1/81/1800 (2o 12/31/8999  SubType
K} Free search
Additional Tax YWithhalding
| |Start Date End Date Tazx...|Description S C|Cu.. L. i
I Ean N
----- | 06/01/2006 |12/31/9999 FED Federal 00083 [«]
| []
9. Click the gray box to the left of the current record to select.
10. | . -
Click (Copy) to copy the record. The old record will be delimited the day before the new
record takes effect.
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11.

Copy Add. Withh. Info. US

K2
\:Dl\:ml[ * | Personnel Mo, 40000186 Mame ACKERSON SUE
Find by PersArea 2350 Dept of Labor & Industries EEGroup 0 Permanent
= 4 Persan PSubarea 0OHA WFSE AQencywide EESubgroup 05 H-OT Elig=40hrsiwlk  Status  Active
(B} Collective search| S be/o1s2e06 [@te 12/31/9999
Hl search Term
{Hl Free search
Overrides
Tax authority FED Federal Tax level A Federal
— =an Supplemental method Aggregation with Pay Periods Method
Crwerride amount
Crwerride percentage [IMo Tax
Empl.override group 0O63 2350-4902 Admin & clerical

Cornmon Paymaster
[] Cammon Paymaster

12. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Start R The effective date of the change must be the check date that
the change will take effect. (This is true regardless of if the
employee is moving between agencies.)

Example: 10/25/2009

Q The date entered should be the actual check date in
which the deduction should be taken.

& Most frequently the actual check dates (pay dates) are
the 10™ and 25" of the month. If the actual check date
(pay date) falls on another date, you will need to use

that date.
Empl. override R The Medical Aid Category for the position.
group
Example: 0132
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13. Infotype Edit Goto Ex em Help
& 240 e CHE SDoDn I BEE @
Copy Add. Withh. Info. US
(=]
Py
| Il ¥ | Personnel Mo, 40000186 MName ACKERSON SUE
Find by PersArea 2350 Dept of Labor & Industries EEGroup 0 Permanent
~ @ Person _ PSubares UOHA WFSE Agencywide EESubgroup 05 H-OT Elig=40hrsiwk Status  Active
[ Collective search | gy 10/25/2008 | to  12/31/9999
] search Term
] Free search
Owerrides
Tax authari FED Federal Tax level A Federal
I A L - _
----- Supplemental method Aggregation with Pay Periods Method
Override armount
Crwerride percentage [IMNo Tax
Empl.owerride group pos3 @50—4902 Admin & clerical
Comrmon Paymaster
[] Comimon Paymaster
14.

Click & (Enter) to validate the information.

= 4
You will receive a warning message in the status bar telling you that the previous record
will be delimited.

16.
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]
Click (Save) to save the record.
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17. Infotype Edit Goto Extras em Help

V] pdH e SR DDhoo BE @ =

List Add. Withh. Info. US

07 oh

| [l * | Personnel Mo, 40000186 Mame ACKERSON SUE
Find by PersArea 2350 Deptof Labor & Industries EEGroup O Permanent
4 %Fﬂ?rsm PSubarea OOHA WFSE Agencywide EESubgroup 05 H-OT Elig=40hrsiwlk  Status  Active
Collective search
5] Choose 01/01/1800 to 1273179993 SubType
{El search Term P
) Free search
Additional Tax Withholding
l nn | |Start Date  |[End Date Tax... \Description S.|ClCu.. |L.. ]
| I =
----- ! 10/26/2009 |12/31/9998 FED Federal 0|04 [+]
| 06/01/2006 |10/24/2008 FED Federal O |BOE3 El
| 4l
|| -]
[l [«][]
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18. @
The above images display the new Medical Aid record that you have just updated with the
new Start Date.

19. You have completed this transaction.
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Results

You have updated the employee’s medical aid category and rate.

Comments

None.
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