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Instructions for 2013 KECC Pledge Set-up


Log into KHRIS (GUI)
Go into Maintain HR Master Data (PA30)
Enter the contributing employee’s PERNR (or search by Employee ID entered on pledge form)
Select Payroll Tab, then IT0014 Recurring Payments/Deductions. Click Create button. [NOTE- In order for history to be maintained and referenced you will create a new deduction instead of modify any existing deduction.]
Enter a start date of 12/16/2012 so the first contribution will deduct from the 01/15/2013 pay check.
Enter an end date of 12/15/2013, so the last contribution will deduct from the 12/30/2013 pay check.

NOTE: Do NOT use an end date of 12/31/9999.

Pledge types:

Regardless of the employees selected pledge distribution, follow the next steps in completing their set-up.

Enter Wage Type 6656 “Charity Other”

Enter the Amount
Enter Payment Model= KY09
Once finished, save your entries.

**************************************************************************************************

KECC will use the copies of the pledge forms they receive to determine the amount to be distributed to each charity.

**************************************************************************************************
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