
Frequently Asked Questions 
How do I know if the tax deductions are correct? How do I make changes in my Federal and State 
deductions? 
Tax deductions are printed on your payroll check. You can change your 
withholding status via HCAhrAnswers portal. Generally, the number of 
dependents you claim and your filing status determine your deduction 
amount. You may want to consult with a tax practitioner to help you 
determine the appropriate number of dependents or deductions for you.

What are the pay codes that appear on my check or voucher and what do 
they mean?
Pay codes are descriptives used to identify different types of pay.

Code Examples:

How do I sign up for or make changes to my direct deposit?
If you are not set up for direct deposit and would like to be, or are currently set up for direct deposit 
and would like to make changes, visit the HCAhrAnswers portal to enroll or make changes. 

Do I have to use a particular bank to have direct deposit?
No, you can use any bank you choose. In addition, you may elect the Skylight Debit Card option. For 
more information about direct deposit or a Skylight Debit Card, visit the HCAhrAnswers portal, key 
word “Direct Deposit”.

What do I do if I lose my paycheck?
Contact HCAhrAnswers. They will request a stop payment for your check and begin the process of 
issuing you a new one.

Check 
this OUT

The purpose of this brochure is to familiarize 
you with the format of your paycheck or direct 
deposit Statement of Earnings and Deductions 
from the Payroll Service Center.

The upper portion of the statement will be in 
the same format for actual checks or electronic 
wage statements. Keep this bulletin for future 
reference, should you have any questions.

As a reminder, direct deposit enables you to 
receive your pay without having to make a trip 
to the bank. Visit the HCAhrAnswers portal if 
you’d like to enroll in this convenient option, and 
reference the “Direct Deposit” article.

Pay Cycle and Pay Schedule
Pay cycles run from Sunday to Saturday. 
Paydays are every other Friday. Checks and 
printed wage statements are mailed via USPS 
to the address in Lawson. All employees are 
encouraged to sign-up for Direct Deposit.

Review Your Earnings Statement for Tax 
Withholdings 
Your earnings statement shows your marital 
status and other information for federal and 
state tax withholding purposes. This 
information is taken from your W-4 and state 
information on record. Please review both 
federal and state information to ensure it is 
correct. If you need to make a change at any 
time, visit the HCAhrAnswers portal.

E-Stub
If you already take advantage of Direct 
Deposit, all your pay stubs are available for 
viewing online and, if needed, can be printed 
from your web browser. 
You can also view PTO 
balance information, 13 
months of pay history 
with 24/7 secure 
password protected 
access with an 
Internet connection.

Note: Opt in may 
be required 
based on state 
requirements. 

Kronos Input Does Matter!
Your pay can only be processed correctly if 
your hours are entered on time and accurately 
– it’s critical. Non-exempt employees need to
clock in and out every day to ensure accurate
time is recorded.

Notify your manager immediately if any 
edits or adjustments to your time record are 
necessary (e.g., forgot to clock in, PTO hours 
taken).

Common Pay 
Codes

Description

Productv Hours Worked

Overtime Overtime

PTO Paid Time Off

Jury Jury

Orient Orientation

OnCall$ OnCall Amount

CallBk% CallBk%

Weekend Weekend

Shift 2 Shift 2 Amt

Shift 3 Shift 3 Amt

Charge Charge Amt

HolDiff% Holiday Diff Amt

Who to Contact for Help]
If you have questions about 
HR or payroll issues, contact 
HCAhrAnswers.

You can contact HCAhrAnswers 
at 844.472.6797 or 
HCAhrAnswers.com

“Hours Only” Pay 
Codes

Description

FamMedLv Family Medical Leave (FML)

GenMedLv General Medical Leave (GML)

MtntyFML Maternity (FML)

MltryLv Military Leave

Common 
Deduction Codes

Description

SS EE Social Security Tax

Medicare Medicare Tax

FIT WH Federal Income Tax

Medical Medical

Dental Dental

Emp Life Employee Life



Understanding your Statement of Earnings & Deductions

1. Paid on Behalf of, Facility - The legal name of your facility and/or local operating name.
2. Process Level - The process level number, or facility identifier, where you work.
3. Employee ID - Your system-generated employee ID.

NOTE: This is not your social security number–your social security number is not printed on
the check or stub.

4. Advice Number, Name, and Check Date - Your name and the check or deposit advice
number.
NOTE: This is not your social security number–your social security number is not printed on
the check or stub.

5. Description - The description of your earnings.
6. Hours - The number of hours reported for each separate earnings description for this pay

period.
7. Rate - The pay rate for each type of earnings code worked during this pay period.
8. Earnings - The amount paid for each separate earnings description for this pay period.
9. Year-to-Date - The total amount paid this year for each separate earnings description.
10. Deductions Description - The description of each tax or deduction in which you participate.
11. Taxes/Deduct - The amount deducted for each tax or deduction this pay period.
12. Year-to-Date Deductions - The total amount deducted this year for each tax or deduction.
13. Total Earnings - The total amount earned for the pay period before any deductions.
14. Total Earnings (Year-to-Date) - The total amount earned this year before any deductions.
15. Total Deductions - The total amount deducted from this paycheck’s earnings.
16. Total Deductions (Year-to-Date) - The total amount deducted this year for taxes and

deductions.
17. Non Cash Desc - A list of non cash amounts reported for the current pay period and year-

to-date information.
18. Year-to-Date Taxable Wages - A year-to-date summary of taxable wages; the calendar year-

to-date taxable wages for federal tax is the amount reported to the IRS on your W-2.
19. Net Pay - The total net amount of the earnings for this pay period (total earnings less total

deductions) before direct deposit distributions (see #22).
20. Pay Period - The beginning and end dates for the current pay period covered in this

paycheck.
21. Accrual Plan - The amount of hours accrued in leave plans based on this pay period, as well

as the total remaining balance for each type of time off. 
22. Direct Deposit Information - A list of your direct deposits for personal bank accounts 

or credit union accounts, listing account number (identifying only the last 4 digits) and 
amount deposited for the pay period.

23. Tax Status - Shows marital status (M=married, S=single), number of exemptions claimed,
and additional amounts deducted for federal and state taxes.

24. Employee Stock Purchase Balance - This box will contain the stock amount deducted but
not yet purchased. 

25. Date - The date the check was paid or the date the direct deposit was made.
26. Amount - The amount of the check or $0.00 if you use direct deposit (refer to #22 above

for distribution information, if needed).
27. Signature - The signature used to authorize payment of this check (NON-NEGOTIABLE if

direct deposit).
28. Employee Information - Your name and address provided by the HR/PR system.

PAID ON BEHALF OF:

FACILITY:

PROCESS LEVEL:
EMPLOYEE ID:

SUNSHINE HOSP CORP

SUNSHINE MED CENT
123 Rainbow Island Rd., Springfield, TN 12345
555-555-5555 
00123 
100000123 STATEMENT OF EARNINGS AND DEDUCTIONS

987654321
HECTOR LOPEZ

 DATE: 05/28/2021

DESCRIPTION HOURS RATE EARNINGS YEAR-TO-DATE
Productv 81.25 19.5095 1,585.15 15,232.05

0.00 0.0000 25.00 250.00OT 05/15

TOTAL EARNINGS >>> 1,631.67 17,439.47

NON CASH DESC EARNINGS YEAR-TO-DATE
Imp Inc 3.37 33.70

YEAR-TO-DATE TAXABLE WAGES
FIT WH 13,425.70
SS EE 14,646.47
Medicare 14,646.47

ACCT NUMBER DIRECT DEPOSIT AMOUNT
XXXXXXXX7736 880.57

DESCRIPTION TAXES/DEDUCT YEAR-TO-DATE
SS EE 83.85 908.08
Medicare 19.61 212.37
FIT WH 76.96 831.58

Total Deductions 751.10 7,905.70

NET PAY >>> 880.57
PAY PERIOD 05/09/2021 - 05/22/2021

ACCRUAL PLAN ACCRUAL BALANCE
PTO 9.53 77.96

TAX STATUS/CODE EXEMPTIONS ADD'L AMT
FED M 0 0.00

YOUR ESPP BALANCE
FOR THIS PURCHASE PERIOD IS: $0.00

SUNSHINE MED CENT 355
123 Rainbow Island Rd 
Springfield,  TN 12345 
555-555-5555

DEPOSIT VOUCHER ONLY -
NOT A CHECK

987654321

DATE: 05/28/2021

AMOUNT

$***0.00
ZERO DOLLARS AND 00/100

Hector Lopez
987 Weather Rd. 
Springfield, TN 12345

PAYROLL DIRECT DEPOSIT VOUCHER NON-NEGOTIABLE




