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For the latest version of this document, click here

Add New Deduction or Benefit From Template
Instructions for setting up the new Benefits/Deductions for 2026 on the employee
payroll deduction tab. Please note: You do not have to set up all the
deductions/benefits, just put in the ones you need for your employees. This guide has
everything.

1 Click "Payroll"
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2 Click "Setup"

3 Click "Deduction/Benefit List"
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4 Click "Add a New Deduction/Benefit From Template"

5 Click "Select"
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6 Click "Edit"

7 Change the Description to: Vision Insurance Deduction
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8 Click "Submit"

9 Click "Add a New Deduction/Benefit From Template"
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10 Click "Select"

11 Click "Edit"
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12 Click here and rename Dental Insurance Deduction

13 Click "Submit"
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14 Click "Add a New Deduction/Benefit From Template"

15 Click "Select"
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16 Click "Edit"

17 Click here and rename HSA Deduction
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18 Click "Submit"

19 Click "Add a New Deduction/Benefit From Template"
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20 Click "Select"

21 Click "Edit"
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22 Click here and rename Accident Insurance Deduction

23 Click "Submit"
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24 Click "Add a New Deduction/Benefit From Template"

25 Click "Select"
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26 Click "Edit"

27 Click here and rename LTD Employee Benefit



15

28 Click "Submit"

29 Click "Add a New Deduction/Benefit From Template"
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30 Click "Deduction/Benefit List"

31 Click "Add a New Deduction/Benefit From Template"
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32 Click "Select"

33 Click "Edit"
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34 Click here and rename "Critical Illness Insurance Deduction"

35 Click here and rename Critical Illness Insurance Deduction



19

36 Click "Submit"

37 Click "Add a New Deduction/Benefit From Template"
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38 Click "Select"

39 Click "Edit"
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40 Click here and rename Hospital Indemnity Deduction

41 Click "Submit"
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42 Click here


