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HCM SHARE Tips 


SHARE Tips:  Payroll for North America – Update Employee Tax Data
FEDERAL/STATE TAX
Navigation:  Payroll for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

1.    Key enter the Emplid 

2.    On the federal tax data tab 

Add a row by clicking on the + sign directly below the first blue bar titled Effective Date
· Change the effective date to the payroll begin date of the current pay period
· Make sure Exempt from FUT(Federal unemployment tax) box is checked.
· Special withholding tax status, click on none

· Federal withholding status will be S(Single) or M(Married)

· Withholding allowance is the number of exemptions claimed on form W4
3.    Additional federal withholding

· Type into the amount box the additional federal amount the employee wants deducted from their pay, if applicable, as shown on form W4.
4.    Click on the state tax data tab

5.    State Information

Click and type in the State box NM

· Click in the resident and ui jurisdiction box, there should be a check mark in both boxes.
6.    Special Tax Status  - Click on None

7.    State Withholding Elements
· SWT Maritial Tax Status – S(Single) or M(Married)
· Withholding allowances – Key enter the number of exemptions stated on the W4 form.
· Additional Amount (Optional) Only enter amount if the employee chooses to have additional state taxes taken from there pay.
8.  Save
Changing withholding status to exempt:

1.    Key enter the Emplid 

2.    On the federal tax data tab 

· Add a row by clicking on the + sign directly below the first blue bar titled Effective Date
· Change the effective date to the payroll begin date of the current pay period.

3.  Under the first gold bar titled Special Withholding Tax Status, click on the button marked “Maintain Taxable Gross”.

4.  State Withholding Elements:

Click on State Tax Data tab.  Under the first gold bar titled Special Tax Status, click on the button next to Maintain Taxable Gross; SWT zero unless specified in Additional Withholding below.

5.  Save
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