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Make sure your Excel security settings are 
on medium.

1. Click the “start” button, then click “Excel.”



Make sure your Excel security settings 
are on medium.

1.  In the Excel toolbar, click on “Tools,” then 
“Options.”



Make sure your Excel security settings are 
on medium.

2. Click on “Security,” then on “Macro 
Security.”



Make sure the Excel security settings are 
on medium.

3. Click on “Medium,” then on “OK.”



Be sure to download Excel’s “Data 
Analysis Toolpak.”

2.  Click “tools.”



Be sure to download Excel’s “Data 
Analysis Toolpak.”

c.  Click “Add Ins.”



Be sure to download Excel’s “Data 
Analysis Toolpak.”

d.  Put a check mark in the box beside “Analysis 
Toolpak.”



Be sure to download Excel’s “Data 
Analysis Toolpak.”

e.  Click “O.K.”



www.georgiacourts.org/csc

� Go to the website listed at the top of this 
page.

� Scroll half-way down the web page.



Click on the green button that says 
“Downloadable Excel Calculators.”

Click Here



Click on the yellow banner that says “Downloadable 
Electronic Worksheet with Data Entry Form.”

Click Above

Click 
here



Click “Open.”

Click 
here



Click “Enable Macros.” This works only if your 
internet security settings are on “medium.”

Click
Here



This is what you will see.  Read the helpful 
information on the “Start Here” tab.



This Excel document has several pages on top of each 
other—just like a book.  Click on “data entry tab.”

Click 
Here



This data entry page is the only place you need to go to enter 
your information.  Answer the questions one-at-a-time.



Notes about the data entry questions

1. Which court will hear your case?  If you are 
seeking a divorce, a custody modification, or 
a child support modification, you will choose 
Superior Court.  

2.  In which county will you file your case?  The 
general rule is to file in the county where the 
defendant lives.  The Law Library has 
research materials about the exceptions to 
this rule.



Notes about the data entry questions

� 3.  Who is the person bringing this action?  
Who is the Plaintiff?

� 4.  Who is the opposing party?  Who is the 
Defendant?

� 5.  What is the Civil Action Case No. issued 
by the Clerk of Court?  You won’t have this 
number until after you file the case.  After you 
finish this worksheet and save it, file the case.  
Then re-open the worksheet and add the 
number.



Notes about the data entry questions

� 6.  Enter here the IV-D Case No., if your case 
is filed with OCSS (The office of child support 
services).  If you are bringing your own case, 
you will not have an IV-D Case No.

� 7 (a)  Is your case an initial action?  Is this the 
first time you have ever been to court about 
these children?  (If this is an initial action, 
then you do not yet have court ordered child 
support).



Notes about the data entry questions

� 7(b). Is your case a Modification Action?  If 
you already have a Judge’s order for child 
support, then your case is a modification 
action.

� 7(c). If your case is a modification action, type 
in the date that the Judge signed the order for 
child support.

� 8.  Give the judge any additional information 
that s/he needs to know about your case.



Notes about the data entry questions

� 9.  Type in the name of the child’s mother.
� 10.  Type in the name of the child’s father.
� 11.  The non-custodial parent is the person 

who has the child for visitation.  The child 
lives most of the time with the custodial 
parent.  Only select “Both” if the person 
having or seeking custody is not the child’s 
parent.

� 12.  If there is a non-parent custodian, type in 
his or her name.



Notes about the data entry questions

13. Is this case being brought by DHR/OCSS?  
DHR = Department of Human Resources.  
OCSS = Office of Child Support Services.

14. Write down the names of all the children 
involved in this action.  Click the box to the 
left of a child’s name to include him or her in 
this case.



Notes about the data entry questions

� 15.  Write down the name of the person who 
is filling out this data entry sheet.

� 16.  If your child receives payments from 
Social Security based on a parent’s account 
(Retirement or Disability but NOT SSI), then 
write the amount in the column.  If the child 
gets the payments from the mother’s account, 
enter the amount in the mother’s column.  If 
the child gets the payments from the father’s 
account, enter the amount in the father’s 
column.



Notes about the data entry questions

17. Many expenses are not covered by health 
insurance (example—copays, deductibles, 
and any money above 80%).  How do you 
want to divide up the responsibility for those 
expenses between yourself and the other 
parent?  Enter these as a percentage, such 
as 50%/50%, 60%/40%, etc.

18. Does the government give TANF (temporary 
assistance to needy families) to either or 
both parents?



Notes about the data entry questions

19. How much money does each parent make 
each month in Salary and Wages?

20. How much does each parent make each 
month in commissions, fees, and tips?

21. How much does each parent make each 
month in self-employment income?  If you 
are unsure, you can use the “Self 
Employment Calculator” button.

22. How much does each parent make each 
month in bonuses?



Notes about the data entry questions

23. How much does each parent make in 
overtime pay each month?

24. If a parent receives a monthly severance 
payment from a former employer, enter the 
amounts here.

25. If a parent receives money each month from 
a pension or retirement plan, enter the 
amounts here.

26. If a parent receives interest income from 
investments each month, enter the amounts 
here.



Notes about the data entry questions

27. If a parent receives dividends from a 
company because the parent owns stock in 
a company, enter the amounts here.

28. If a parent receives money each month from 
a trust fund, enter the amounts here.

29. If a parent receives money each month from 
an annuity, enter the amounts here.

30. If a parent has stocks or other property that 
are increasing in value, how much increase 
is earned each month (capital gains).



Notes about the data entry questions

31. If a parent receives money from Social Security 
Disability or Retirement (but NOT SSI), enter the 
amounts here.

32. If a parent receives money each month because of 
workers compensation benefits, enter the amounts 
here.

33. If a parent receives an Unemployment check, enter 
the amounts here.

34. If a parent receives money each month because of 
a judgment in a civil case, enter the amounts here.



Notes about the data entry questions

35. If someone gives money gifts to the 
parent(s), list the monthly amounts here.

36. If a parent receives money from prize or 
lottery winnings, enter the monthly 
amount(s) here.

37. If a parent receives Alimony (spousal 
support) from a previous marriage, list the 
monthly amounts here.



Notes about the data entry questions

38. If the parents have Assets that they use to 
support the family, list the monthly amount 
here.

39. List the monthly amount of any fringe 
benefits that either parent receives.

40. List the monthly amount of any other type of 
income that wasn’t mentioned in the 
previous questions.  Imputed income means 
any benefit a person gets from providing 
services to others, from producing goods 
and services, or from one’s own property.  



Notes about the data entry questions

40(a).  If you listed imputed income for the 
mother, explain how the income is earned 
and where it comes from.

40(b).  If you listed imputed income for the 
father, explain how the income is earned 
and where it comes from.

41. Has either parent paid taxes on self 
employment income for FICA or Medicare?



Notes about the data entry questions

42. One or both parents may have their child support 
payment lowered if:
a) a parent has a child support order for a child or 
children who are not included in this case (i.e., not 
the couple’s biological child together), 

AND
b) that child support order was made before this 
case began.
If so, please enter the monthly amount that the 
parent currently pays.  Do not include payments for 
back child support (arrears).



Notes about the data entry questions

43. The Judge can change the amount of child support 
for “other qualified children living in the home” if:
a) the child lives in your home; AND
b) you are legally responsible for the child    (birth, 
adoption, or court order); AND
c) you are supporting the child; AND
d) you do not have a child support order that 
provides for this child; AND
e) this child is not having child support set in this 
case.
A STEPCHILD WILL NEVER BE QUALIFIED



Notes about the data entry questions

43 a-g:  For each qualified child, enter the 
child’s name, date of birth, and which parent 
is claiming the child.  Once you click the 
checkbox, the amount will automatically be 
changed.

44. If you have a qualified child, each parent 
must enter a comment about why they have 
listed that child.  

45.  How much does each child’s health 
insurance cost monthly? (be sure to subtract 
the amount spent for the parents).



Notes about the data entry questions

46. How much money do you spend on child 
care so that you can work (not child care so 
you can see a movie, etc.)?  The amounts 
will be different during the school year, 
summer break, and other holidays.  Enter 
the amount paid by each parent (and/or non-
parent custodian) for each time period.

47-48.  The Judge will lower the non-custodial 
parent’s child support amount if s/he makes 
less than $1,850 per month.  



Notes about the data entry questions

49. DO NOT CLICK.  This question should be 
answered by the Judge.

50. The Georgia Child Support Law (O.C.G.A. §
19-6-5) allows parents to change the usual 
support amount up or down if they have 
special circumstances, that the law calls 
“deviations.” If you have one of the special 
circumstances listed below, enter the 
amount that you want to use to increase or 
decrease the usual child support award 
beside the deviation that you are using. 



Notes about the data entry questions

50a.  If the parents’ combined income is greater 
than $30,000 per month, you can ask the 
court to increase the normal amount of child 
support.  

50b.  If a parent pays for the child(ren)’s health 
insurance, vision insurance, or dental 
insurance, enter the amount paid by that 
parent in his or her column.  

50c. If a parent pays premiums for life 
insurance, enter the amount paid by that 
parent in his or her column.



Notes about the data entry questions

50d. If a parent is entitled to the IRS child and 
dependant tax care credit, enter the amount of the 
credit in that parent’s column.

50e.  If there are high travel expenses for visitation due 
a long distance between the parents, enter each 
parent’s travel expenses here.

50f. If a parent pays or receives alimony, enter the 
amount in that parent’s column.

50g. If the non-custodial parent pays the mortgage for 
the child’s home, enter the amount in that parent’s 
column.



Notes about the data entry questions

50h. If a child involved in this case is in the 
custody of a state child protection agency, or 
is in foster care, AND, if there is a plan to 
return the child to the parent(s), then enter an 
amount that will help make the permanency 
plan or foster care plan possible.

50i.  If there are any other special financial 
circumstances not listed in the above 
categories, list the amount(s) here.



Notes about the data entry questions

51. If the child stays with the non-custodial 
parent for long periods of time, enter the 
amount that the non-custodial parent wants 
to deduct from his or her child support 
obligation.

52. If more than an average amount is spent on 
education for a child, enter the yearly 
amount that each parent or non-parent 
custodian pays for tuition, room & board, 
books, and other educational fees.  



Notes about the data entry questions

53. Does a child have medical expenses greater 
than average?  If so, enter the child’s 
expenses in that child’s column, and show 
how much each parent pays each year for 
that child.

54. Does the child have unusually high special 
expenses for sports lessons, summer camp, 
music or art lessons, etc?  If so, the child’s 
expenses in that child’s column, and show 
how much each parent pays each year for 
that child.



Notes about the data entry questions

55a-55c.  If you are using one of the deviations 
from the usual amount of child support, 
explain why the usual (presumptive) amount 
would be unfair, or would not fit your 
situation.

56.  This section gives you space to write notes 
that explain your answers in the previous 
questions.  



What to do after you complete the data 
entry form

1. Save your Excel file data to a jump drive, cd, 
or hard drive (don’t use the hard drive on a 
public computer).

2. Click “file,” on the top left-hand side of your 
computer screen.

3. Click “print.” Be sure to print out 3 copies of 
the worksheet and schedules:  one for the 
court, one for you, and one for your spouse.  
Do not print your data entry form.



What to do after you complete the data 
entry form

4. When you file your papers, be sure to bring 
documents to show that the numbers you 
entered were correct.  The types of 
documents you might use include:  tax 
returns, W-2, 1099 or K-1 forms, pay stubs, 
cancelled checks, etc.



What to do after you complete the data 
entry form

5. Re-open your Excel file and enter your case 
number onto the data entry page.  Write 
your case number down in a place where 
you won’t lose it.

You are now finished!  For information about 
where the data entry questions come from, 
or where to find training materials, see the 
next two pages.



This child support data entry form is 
based on Georgia laws and court rules.
� The law which governs these calculations is 

O.C.G.A. §19-6-15.  You may view this online 
at http://w3.lexis-
nexis.com/hottopics/gacode/Default.asp. 

� The court rule which governs these 
calculations is Uniform Superior Court Rule 
24.2.  You may view this rule online at 
http://www.georgiacourts.org/courts/superior/
uniform_rules.html. 



You can get additional training materials at 
www.georgiacourts.org/csc.

Click



Additional Training Materials


