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Additional Allowances are designed to assign additional earnings and adjustments to 
employees either individually or conjointly.  For each tax treatment a new additional 
allowance will need to be set up reflecting that tax treatment.  

                        Set up an Additional Allowance 

Finance > Payroll > Add'l Allowances 

Click   Add Additional Allowance 
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►Name  – Enter the description of the allowance.  This will be the description on check and   
check stub 
►Description – Select the appropriate activity code for the allowance  
►Payroll Tax Treatment – Select the tax treatment for the allowance 

When selecting tax treatments, consider the following in your determination: 
◦ Exempt from FICA – FICA will not be withheld 
◦ Exempt from FICA, Medicare, State – FICA, Medicare or SUTA will be not 

withheld 
◦ Exempt from FICA, State – FICA or SUTA will not be withheld 
◦ Exempt from Nothing – no statutory amounts will be withheld 
◦ Exempt from State – SUTA will not be withheld 
◦ Exempt from Withholding, FICA, Medicare – Federal W/H, FICA or Medicare 

will not be withheld 
◦ Exempt from Withholding, FICA, Medicare, State – Federal w/h, FICA, Medicare 

or SUTA will not be withheld 
◦ Exempt from Withholding, FICA, State – Federal W/H, FICA, or SUTA will not 

be withheld 
◦ Exempt from Withholding, State – Federal w/h or SUTA will not be withheld 

►State Benefit Status – Select if the allowance is/is not qualified for TRS 
►Workers Comp – Enter in the workers comp code for the wages 
►Effective Date – Enter the effective date of the allowance. 
►Expense Account Mask – Enter the expense code for the allowance. 
►Calculation Method – Select the calculation method associated with the allowance 
►Rate – Enter the rate of the allowance based on the calculation method entered. 
 

 



 
                      

________________________________________________________________________ 
WebSmart by JR3                                                                                     Revised Feb. 2015 

      Additional Allowances                                  Page 3 of 6      

Click  Create 
 

 
 
 
                    Attach Additional Allowance to Employee 
 
 
Finance > HR > Staff Manager 
   
Find the employee that is to receive the additional allowance click  
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Click  Additional Allowance Elections  
 
 
 

 
 
 
 Click   Add Election 
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►Allowance – Select the additional allowance from drop down box  
►Calendar – Select the calendar from the drop down box 
►Effective Date – Enter the effective date the allowance should begin 
►Expiration Date – Enter the last date the allowance should be effective 
 
 

 
 
 
Click  Save 
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