
Payroll 
Deductions



Payroll Deductions

The Payroll Deductions module provides you the ability to view and track payroll 
deductions for your employees. It can be accessed through the Employer Dashboard.



Payroll Deduction List
As an employer, you will be notified by email if your employee requires 
payroll deductions. You can access the payroll deduction listing and track 
payroll deduction progress on Member Services website.

The Payroll Deduction List is separated by four tabs: Installment Setup, 
Lump Sum Setup, Upcoming Payoff and Payment Completed.



Payroll Deduction List
• Installment Setup tab displays receivables that need payroll deduction setup.

• Lump Sum Setup tab displays receivables that need lump sum sick and vacation payout deduction setup.

• Upcoming Payoff tab displays receivables that are going to pay off in 60 days.

• Payment Completed tab displays receivables that have been paid off and require payroll deduction stop.



Installment Setup

You can access the Installment Setup List by selecting Installment Setup tab. The 
Installment Setup List displays a list of employees whose receivables require payroll 
deduction setup. The list will display the member’s name, redacted SSN, EIN, 
Payment Type (Post-Tax or Pre-Tax), Start Date and Payment Amount that you have to 
setup for your employees.



Installment Setup Warning

The Installment Setup List will display a red warning icon next to the Start Date if the Installment Setup

is past due for the employee. Don’t be alarmed if you have already setup the payroll deductions but see

the red warning icon. It may take Accounting up to two weeks to post the payments. The employee

should drop off from the list the next pay period. However, if you haven’t setup the payroll deductions,

the employee will remain on the list until the first payment is received and posted by SRS.



Installment Setup Tracking

The Installment Setup List provides a way for you to keep track of Installment Setup progress for your

employees. You can indicate that you have completed the setup by checking the box under Payment

Setup Completed column. Once you do that, a tooltip will show you when the setup is completed and

who completed the setup. This is especially useful for larger agencies that have multiple payroll

coordinators managing the Installment Setup List.



Lump Sum Setup List

You can access the Lump Sum Setup List by selecting Lump Sum Setup tab. The Lump Sum Setup List

displays a list of employees whose receivables require lump sum sick and vacation payout deduction

setup. The list will display the member’s name, redacted SSN, EIN, Payment Type (Post-Tax or Pre-Tax),

Start Date and Payment Amount that you have to setup for your employees.



Lump Sum Setup Warning

The Lump Sum Setup List will display a red warning icon next to the Start Date if the Lump Sum Setup is

past due for the employee. Don’t be alarmed if you have already setup the deduction but see the red

warning icon. It may take Accounting up to two weeks to post the payments. The employee should drop

off from the list the next pay period. However, if you haven’t setup the deduction, the employee will

remain on the list until the payment is received and posted by SRS.



Lump Sum Setup Tracking

The Lump Sum Setup List provides a way for you to keep track of Lump Sum Setup progress for your

employees. You can indicate that you have completed the setup by checking the box under Payment

Setup Completed column. Once you do that, a tooltip will show you when the setup is completed and

who completed the setup. This is especially useful for larger agencies that have multiple payroll

coordinators managing the Lump Sum Setup List.



Upcoming Payoff List

You can access the Upcoming Payoff List by selecting Upcoming Payoff tab. The Upcoming Payoff List

displays a list of employees whose receivables are going to pay off within 60 days. The list will display

member’s name, redacted SSN, EIN, Payment Type (Post-Tax or Pre-Tax), Payoff Date and Final Payment

Amount. You may need to make a payroll deduction adjustment on your employees’ final payment.



Upcoming Payoff Warning

The Upcoming Payoff List will display a yellow warning icon next to the Final Payment 
if the employee is missing more than two payments.



Upcoming Payoff Tracking

The Upcoming Payoff List provides a way for you to keep track of payment adjustment progress for your

employees. You can indicate that you have completed final payment adjustment by checking the box

under Adjustment Completed column. Once you do that, a tooltip will show you when the adjustment is

completed and who completed the adjustment. This is especially useful for larger agencies that have

multiple payroll coordinators managing the Upcoming Payoff List.



Payment Completed List

The Payment Completed List displays a list of employees whose receivables have been paid off and the

payroll deduction will need to stop. The list will display the member’s name, redacted SSN, EIN, Payment

Type (Post-Tax or Pre-Tax), and Payoff Date.



Payment Completed Warning

The Payment Completed List will display a red warning icon next to the Payoff Date if the employee has paid in full 
and has past the payoff date. Don’t be alarmed if you have already stopped the payroll deduction for the 
employee but see the red warning icon. It may take Accounting up to two weeks to post the payments. The 
employee should drop off from the list the next pay period. However, if you haven’t stopped the payroll 
deductions, please ensure you do that as soon as possible to avoid over payment.



Payment Completed Tracking

The Payment Completed List provides a way for you to keep track of stop payment progress for your

employees. You can indicate that you have completed stop payment by checking the box under Stop

Payment Completed column. Once you do that, a tooltip will show you when the stop payment is

completed and who completed the stop payment. This is especially useful for larger agencies that have

multiple payroll coordinators managing the Payment Completed List.
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