Garnishment —

Purpose

Trigger

Prerequisites

End User Roles

Title: Garnishment — Delimit (PA30)

Delimit Transaction Code:
PA30

Use this procedure to delimit a garnishment deduction for an employee. This
involves setting an end date for a record when it will no longer be valid. Delimited
records are retained as an historical account.

Perform this procedure when the agency is notified to stop a garnishment of wages
for an employee.

The employee is active in HRMS.

In order to perform this transaction you must be assigned the following role:
Garnishment Administrator

Change History

Change Description

1/12/2009

Procedure created.

Menu Path

Transaction Code

Human Resources = Personnel Management = Administration = HR Master Data
- Maintain

PA30

Helpful Hints

& The Garnishment Administrator is the only role that can create or maintain
the Garnishment Infotypes which include the Garnishment Document
(0194), the Document Order (0195) and the Additional Deduction (0216).

@ Garnishments do not retro calculate for a prior pay period. Once the payroll
process has begun for the current period, a garnishment document should
not be updated. If trying to change a document after day one of payroll has
processed, you will need to contact the ISD Helpdesk (360)664.6400 or
Helpdesk@dop.wa.gov to have an incident opened. DOP needs to delete
the stored payroll results for the employee in order for the agency to make
edits.

@ For further details regarding garnishments:
The Office of Financial Management web site:
http://www.ofm.wa.gov/policy/25.60.htm

The Office of the Attorney General web site:
http://www.atg.wa.gov
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Title: Garnishment — Delimit (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: Make an entry in all required fields.

Action: Fix the problem(s) and then click a (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

ﬁ (Enter) to validate and proceed.

Confirmation a
Example: Save your entries.

o or @ Action: Perform the required action to proceed.
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Title: Garnishment — Delimit (PA30)

Procedure
1. Start the transaction using the above menu path or transaction code PA30.
=
HE master data Edit Goto  Extras  WHilities  Settings Systerm Help
& Dl d H  @@@ 2 HE DDLn  BEE @

Maintain HR Master Data

R E e
EEIEE

Find by | Mame
~ @ Person PersArea

(i Collective s PSubarea BOYWA Commission Off
]l Search Terr

il Free searcr
Mailing Add

Personnel no 5259438

SMITH CURTIS P

2250 Washington State Patrol
EESubgroup |18 M-OT Elig=Shift

1al Data Time Recaording

Fayroll I Benefits I

EEGroup B| Civil Service Exempt

Status  Active

o Addil Ferson.. |

O

| —— ]| Infotype text [E.] | [Feriod
""" Actions o @ Period
:Organizational Assignment o From Tao
| |Personal Data o O Today O Currweek
| |addresses o Al 2 Current month
| [Plannediorking Time L ) From curr.date O Lastweek
Basic Pay L O To Current Date 2 Last month
| |Contract Elements L O Current Period O Current Year
| |Date Specifications W [x] |E| Chonse I
FamilyRelated Person ]
Direct selection
Infotype STY

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Personnel no R

Example: 629438

The employee’s unique identifying number.

record.

WSD Personnel

Click g (Enter) to validate the information. Verify you have accessed the correct employee
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Title: Garnishment — Delimit (PA30)

Click the & Faill tab to select.
5. Select the blue box to the left of DGarnishment Document v to select.
6.

Click @ (Overview) to display a list of all garnishment documents.

7. If an employee has multiple garnishments you will want to look at the Garnishment Document
(0194) overview to view the No. and Category columns. HRMS automatically assigns a
sequencing number as a new document is created. This sequencing number links the
Garnishment Document (0194) to the Garnishment Order (0195). For example, we see below
that document No. 0002 has a Category of S (Child Support).
=
‘ Infotype  Edit Goto  Extras  System Help

K 100 eee CHE DDan BR @3
List Garnishment Document {0194)

5] | P2

=] 5| B v | Personnelne.  [aoasas Marne SMITH CLIRTIS P
Find by | PersArea 2250 Washington State Patrol EEGroup |B| Civil Semvice Exermpt
s @@F‘erson FSubarea QYA Commission Of  EESubgroup 18| M-0T Elig=Shift Status  Active
[ Collective s | gy chopse  [pi701/1808 [t [12/31/9099 5Ty

) search Terr

Hl Free searcr
Mailing Add Garnishment documents

Start Date |End Date Mo, fSta |Case no. |Cat ame

II:DEIE | 02102008 12/31/9998 |0001 11 111-1234 F 'S Treasury

""" 02M10/2009  12731/9999 J000211  111-1234 S PSHS DIVISION OF CHILD SUPFORT
02M10/2009  12/31/9939 00031 111-1234 C ELLS FARGD BAMK

02M10/2009  12731/9999 000401 111-1234 W GL 5189 Accrual Vendaor

L1
— E

8. Select the blue box to the left of the record to select.
DDEH 02009 [12031/9995 0002 1 111-1234 S DSHS DIMISION OF CHILD SUPFORT

3. Click (Change) to change the record.

10. Complete the following fields:

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

To C The actual check date in which the last deduction was taken.

; The date should fall on the last actual check date for the last
deduction taken.

Example: 12/10/2009
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Title: Garnishment — Delimit (PA30)

=g
| Infotype  Edit Goto  Garnishment Extras  Systern Help

| @ 20 @ee SHE Hnos BE QO
Change Garnishment Document (0194)

DD | Order || Crder fast || Histary || Review || MHotice latter || Answear |etter |

[~ |I|- | & » | Personneino.  [629438 Name  [SMITH CURTIS P
Fitd by | PerspArea |2250|YWashington State Patrol EEGroup |B| Civil Service Exempt
k4 %Persun PSubarea |BEYVA| Commission Off  EESubgroup |18 M-0OT Elig=5Shift Status  Active
(i Callective s | oot 02/18/2009) 1o [12/18/2009[@)chg. [81/12/2009 LESAT
{Hl Search Terr
{H] Free searct
Wailing Add Garnishment Dacument
Case no. 111-1234 Internal na. oaEz2
||:|:|E|E| Status 1 Active El| Received B1/12/2008 | Released
""" Priority 1 Jurisdiction YA Vashington Bl | Category S Suppo.. E
Addl Code Medical Suppart for Dependent bed
Yandor 714401 Originator B
Mame DEHS DIVISION OF CHILD SUPPC | Mame
Strest Street
City Qlyrmpia City
Zip code 98507 -90140 State | WA|US | Zip code State
Flaintiff [lssue Separate Check to WVendar
Remitance | 00000 e
Send answ, b Elapsed days
Service Ch First reply
11. . . .
Click V] (Enter) to validate entries.
12. . L
Click (Save) to save.
13. e,
Click (Back) to return to the previous screen.
14. " select the blue box to the left of  |Fammishment Order ¥ 0 select.
15. . @ . . . .
Click (Overview) to display a list of all garnishment orders.
16.

@To find the corresponding Garnishment Order (0195) you will want to want to look at the
GNumber column for 0002. In the OType column you will see the code CS (Child Support).
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Title: Garnishment — Delimit (PA30)

=
Infotype  Edit  Goto  Extras  Systern Help

& D dH I @QE@ DEE atan HEE @
List Garnishment Order (0195)

D)o (e

| b | Personnel Mo, |629438 Marme SMITH CLIRTIS P
Find by | PersArea |2250|'YWashington State Patral EEGrup |B| Civil Service Exempt
= @@F‘erson FSubarea |QBYA| Commission Of  EESubgroup | 18| M-OT Elig=Shift Status  Active
(Rl Collective s | mmy cpogse |1 /01/1800 [&)to  [12/31/9999 5Ty,
K} search Terr
(H] Free searct
Mailing Add Garnishment orders

[ |ohum|ro foTyps|Rule [initial Balance Deduction  |Unit [StartDate [End Date Ui
I—mm@m | _poot pt ffr poo 0.00 0.00 0202008 (1243119359 []
""" nooz o1 (s poo 0.00 150.00[3 021062008 12/31/9999 (-]
poos o1 (6T ot 0.00 50.00[3  D2A0i008 1 2E1/8958
nood 01 [cc oo 5,495 fi3 50.003  D2M0/Z009 12/31/9999
17. Select the blue box to the left of the record to select.
DDEHDIEDDQ 12031589885 0002 1 111-1234 S DSHS DVISION OF CHILD SUPPORT

18. Click (Change) to change the record.

19. Complete the following fields:

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

To C The actual check date in which the last deduction was taken.

: The date should fall on the last actual check date for the last
deduction taken.

Example: 12/10/2009

&Both the Garnishment Document (0194) and Garnishment Order (0195) records should
have the same To date ending the deduction. This date should be the actual check date of the
last deduction.
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Title: Garnishment — Delimit (PA30)

i=
Infotype  Edit Goto  Garnishment Extras  System  Help

] 2 AHCE&  EEHE STO8EE @
Change Garnishment Order (0195)
BEEX

I || I * | Personnel Mo, |G20438 Marme SMITH CURTIS P

Find by | Persarea |2250 | WWashington State Patrol EEGroup |B| Civil Service Exermpt

= @ Person PSubares |OBYE| Commission OF  EESubgroup |18 M-OT Elig=Shift Status  Active
( Collestive s | ¢/ 92/10/2008) 1o [12/10/2009[@)chg. [01/12/2009[LESAT
] search Terr

(] Free searct

Mailing Add Garnishment Order
Caseno. 111-1234 Internal no. ey es
“:DE‘E‘ Sequence no. a1
""" Order Type C5| | Child Support
Rule Mon-exempt  |B00| [Child Support 40%
Initial Balance USD
Dieduction 156008 3 Pay period amaunt |
Lirmit 1 Limit 2 Additional Amount
@ Mon-exempt O Exempt @ Mon-exempt O Exermpt @ Mon-exempt O Exempt
Value Yalue Yalue
Unit El ||| Unit El| | Unit g

20. Click V] (Enter) to validate entries.

]
21 Click (Save) to save.

@ The system displays the message, "Record changed."
22. You have completed this transaction.

Results
You have successfully delimited a garnishment deduction for an employee.

Comments

If both the Garnishment Document (0194) and Garnishment Order (0195) are not end dated it could
cause problems if the garnishment is later reinstated. When end dating a document and order for a

prior timeframe (retro period) and no payments have been taken, use the actual check date for the pay
period just passed.
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