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Question: | want to take an advance out of several employees’ paychecks. How do | do that?

There are two options — you can override each particular check or add a deduction column.

Note: If you need a new deduction set up or wish to have a deduction column permanently added to the pay grid, please

contact your payroll representative.

Check Override

Click on the

“no” or “yes" in the override column next to the employee’s name when you are in the pay grid. In this

example itis a “no.”
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Click on the “Deductions” tab in the Check Overrides screen. Click on the blank line under Deduction Name and a drop

down arrow will appear. Click on the arrow to display the available deductions and select the applicable deduction.

MY PROFILE | HELF

PAYROLL EMPLOYEE SERVICES | | FRONT ROW REPORTS PAY VIEW SETTINGS
HOME | RUN PAYROLL | EMPLOYEES | COMPANY | REPORTS
DATA ENTRY HAS BEEN SAVED.
REPORTS ¥ | ADDNOQTE Chack Date: 6/19/2008 for Pay Pariod: 5/31/2009 teo 6/13/2008 =

& Set Pay Run Options 4:GOSPEL, JOHN:1 [¥]

Deduction/Tax Options
B Data Entry
Pavarid Check Overrides
Employee Number: 4
Check Number: 1

Employee Name: JOHN GOSPEL

Import File
Adjustments
Check Calculator

Clear Pay Input

is Check | [Biweekly (26 cycles) ¥

| Standard Rates ha ‘

— Tax Frequency:

Submit Pay Run Tax Rate:

Daductions

Deduction Name

- 4

Deduction Name

Amount Click to Clear

CHLDSUR
SIMPIRA
COSIMPL
CAFE 3

ExpRemb

870 High Street Suite 1  Chestertown MD 21620
www.radcliffepayroll.net 410.778.1099 ext 2 410.778.7988 (fax)



Radciitte

PAYROLL SERVICES

Certified Payroll Professionals

Click on the blank line under Option, next to the deduction. A drop down arrow will appear and click on it to display the
available options. Select the applicable option — this is where you can make the temporary change, such as adding a few
dollars to one deduction or stopping the deduction for just this employee, for just this pay. If you are choosing to add an
amount to the deduction, input the amount in the Amount field. If you wish to stop the deduction for just this pay, you
do not need to do anything other than selecting “Do Not Take.” Hit Save.
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Add Column to Pay Grid

Select “Add Column.”
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Input the titles. Even though the drop box type says “Deduction,” you must first select a different type, such as “Earning”
and then select “Deduction” again.
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Hit the drop down arrow and a menu will appear. Select the applicable deduction and hit Save.
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