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Changing Deduc-ons 
 

Simple deductions (such as health, dental, loans) are managed on the Deductions page. 
Deductions that have a match tied to them (retirement plans), need to be managed in the Benefits 
page. 
 
Changing deductions NOT tied to employer matches 

1. On the Employee Management menu, select Employee Pay and then Deduc3on.  
 

 
2. Select (double-click) the name of the employee whose deducDon(s) you are changing. 

Here you can see a list of all the deducDons set up for your business, with the specific 
deducDons for the selected employee. 

 

  
3. Click the pencil to edit dollar amounts (as in the Loan example above) or percentages (as 

in the 401K example above). AddiDonal explanaDons of the different opDons are in the 
short video listed below. 

 
Important: Garnishment amounts can be changed only as directed by a wriSen court order or 
other official (government) noDce. 
 
Changing deductions tied to employer matches (retirement benefits) 
Deductions that have a match tied to them need to be managed in the Benefits page. If you try to 
edit it in the Deductions page you will see the red warning in the screenshot below. 
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1. On the Employee Management menu, select Employee Pay and then Benefits.

 
2.  Select (double-click) the name of the employee whose deducDon(s) you are changing. 

Insurance benefit plans the employee is enrolled in will be shown on the Benefits Plans 
tab. ReDrement plans are on the Deferred Comp tab.  

 
3.  Select the Deferred Comp tab to view the details for that employee.  
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4. Click Add New to enter a change and to maintain a history of the benefit changes. If you 

simply edit the informaDon by clicking the pencil icon, the change history will not be 
saved. It’s good business pracDce to keep this change history so always use Add New 
instead of clicking the pencil icon to edit, unless you are correcDng a typo. 

 

 
 
In the example below, the employee’s 401K contribuDon (deducDon) is going to be 
changed to $25 effecDve 1/1/2025. 

 

 
 
5. If you go back to the Benefits page and Deferred Comp tab, you can see the change history. 

The employee had $200 deducted each pay period in 2024 for their 401K, but had the 
amount changed to $25 per pay period starDng on 1/1/2025.  
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Video 
hSps://learning.myisolved.com/library/quick-help-videos/adding-an-employee-s-deducDon 
hSps://learning.myisolved.com/library/quick-help-videos/how-to-use-the-employee-benefits-
screen 


