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Health Savings Account (HSA) Deduction
Procedures
Detailed instructions for setting up the HSA deduction and entering the data into the
bank account information for automatic transmittal to the employees HSA bank
account.

1 Click on Payroll
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2 Click "Setup" In addition to the HSA deduction that was set up previously, you will
need to set up an additional deduction to facilitate the direct deposit into the
employee's HSA account.

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 Click and rename "HSA to be paid to account".
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8 Click "Submit"

9 Click "Employee - General"
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10 Find the employee that has an HSA deduction and click on Go

11 Click "Ded/Ben"
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12 Click "More Lines"

13 Click "32 Deduction: HSA Deduction" (your number might not be 32)
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14 Click "37 Deduction: HSA to be pd to account" (your deduction number might not
be 37)

15 Click here and enter the per pay period amount of the HSA pretax deduction. (the
full amount from the Benxcel report and divide by the number of payrolls you
have in a year - round up to the next cent)
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16 Click on the HSA to be pd to account line and enter the same amount as a
negative. This will add it back into the paycheck so that the money can be paid to
the employee's HSA account through the direct deposit of the payroll.

17 Click here and enter the maximum annual amount of the HSA contribution (total
amount from the Benxcel information)
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18 Click "Setup"

19 Click "Account Distributions" You will need to update the account distributions for
the new deduction that we just created.
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20 Click here and type in the wage account.

21 Press Return
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22 Click "Find Account"

23 Click here and type in "2400AP04" select the correct entity (P,S,C)
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24 Click "Submit"

25 Click "Direct Deposit"
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26 Click here (only if ACH file is not already selected)

27 Click here and add the account number and routing number provided by Benxcel
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28 Click "Checking" for account type

29 Click here to change from percentage to amount
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30 Click here to enter the HSA per payroll amount. Note: You may have to adjust this
amount for the very last payroll of the year to match what the system deducts
from the employee. And, you might have to adjust the "HSA to be paid out to
account" amount to match the system amount for the HSA deduction. Contact
Cindy Olson or Jon Briggs for assistance.
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31 Click here and remove the amount on the first line to make the amount blank. If
the employee already has their earnings going to multiple bank accounts, you will
need to leave the amount in for one of the accounts and then the other one will
have to be blank to get the remaining amount in the paycheck. For instance, $100
to HSA, then another amount to one of the other bank accounts and then blank
the amount field for the third account. (Contact Cindy Olson or Jon Briggs for
assistance).
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32 Click "Submit"


