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[bookmark: _Toc359401807]Section 1 - Getting Started
Welcome to the Taxes in SEMA4 learning guide, part of the SEMA4 curriculum.
Who should complete this guide?
Employees who:
· Maintain employee tax withholding records
· Assist employees in interpreting paycheck earnings and taxes
· Assist employees in interpreting paycheck deductions and their impact on withholding 
· Assist employees in accessing and interpreting their W-2 information 
What skills will I learn?
You will develop skills, using SEMA4, to update and view employee tax withholding records, view tax-related information in the Earnings and Deduction Table components, and view employee paycheck and W-2 information.  You will also learn about the SEMA4 pay calculation process, and the Net Pay Calculator tool available on the Minnesota Management & Budget website.  After you complete this guide, you will be able to perform the following tasks:
· View and update employee federal and state tax withholding information
· View and interpret the tax-related fields in the Earnings and Deduction Tables
· View employee paycheck information on earnings, deductions and taxes
· Use the Net Pay Calculator tool on the Minnesota Management & Budget website
· View and print employee W-2 information
How much time will this take me?
Actual time will vary, but plan on approximately 4 hours and make sure you have enough time to complete this guide in one day.
What do I need to proceed?
1. Access to SEMA4.
2. User ID and Password to sign in to the User Training database.
3. Code (two-digit) to access training records.
How do I obtain User Training Database information?
First you must register for the course.  After you do so, you will receive an e-mail with instructions, including a special user ID, password, and code.  Access the SEMA4 Training Courses website for registration instructions: http://mn.gov/mmb/accounting/sema4/training/.
Directions and Follow-up
Read the introduction and work through each topic, completing the exercises.
Throughout this guide you will be presented with information and opportunities to develop skills and increase your understanding of tax withholding in SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions.
When you see these icons, it is a signal that a new learning opportunity is beginning.
	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help.  The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect.  In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions - so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.



When you have completed the learning guide, be sure you:
1. Complete the evaluation form and send it to Statewide Payroll Services.
2. Follow your agency's procedures for tracking completed training.
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In this learning guide, you will learn how to use SEMA4 to update and view employee tax withholding records, view and interpret tax-related information in the Earnings and Deduction Table components, and view employee paycheck and W-2 information.  You will also learn about the SEMA4 pay calculation process and the Net Pay Calculator tool available on the Minnesota Management & Budget website.
The following topics are included in this guide:
· Updating Tax Withholding Information
· Viewing Tax Information
· Viewing Earnings Table Information
· Viewing Deduction Table Information
· Viewing Paycheck Data Information
· Understanding the Pay Calculation Process
· Using the Net Pay Calculator Tool
· Viewing W-2 Information in SEMA4 
Continue to the next topic, Updating Tax Withholding Information.


Taxes in SEMA4	Section 2 – Introduction	4
[bookmark: _Toc359401809]Section 3 - Updating Tax Withholding Information
[image: Read Through graphic]This topic includes how to update employee tax withholding information in SEMA4, and how to look up tax information.
In SEMA4, default tax records are established when an employee is initially hired.  Federal and state tax records for each state in which the employee lives and works are set up by SEMA4 with a tax marital status of single and zero withholding allowances.  Filling out a tax withholding form is a task all employees complete when starting a new job. You enter this information, which updates the default information established by SEMA4.
Tax records are effective-dated.  Whenever an employee requests changes to their federal or state tax data records, you add a new effective-dated record.
All employees must submit form W-4 to change their federal withholding information. No additional forms are required for employees living and working in Minnesota and claiming the same number (10 or less) of Minnesota state exemptions as federal exemptions. Employees are only required to complete the Form W-4MN in addition to the federal Form W-4 if they:
· claim fewer Minnesota withholding allowances than their federal allowances (Minnesota allowances cannot exceed the number of federal allowances),
· claim more than 10 Minnesota withholding allowances, want additional Minnesota withholding deducted from their pay each pay period, or 
· claim to be exempt from federal withholding, or 
· claim to be exempt from Minnesota withholding. 
All employees living or working in states other than Minnesota must have state withholding records for each state in which they live or work. Some states may use/require a unique/special form.
Employees may submit tax withholding changes to you on a W-4, W-4MN and/or state specific form for input into SEMA4 or may update their tax withholding record in Self Service.  For employees using self service, the effective date is the date of entry.  You are able to view the updated record in SEMA4.
TIP
Employees in the following situations cannot use the Self Service W-4 pages to update all of their tax records.  To complete their withholding they must submit forms to their HR/Payroll staff for entry:
· Employees with tax records for a state/territory that requires unique information cannot use Self Service to update records for that state/territory, but can update federal information or state records for other states. Some examples are: Arizona (AZ), California (CA), Connecticut (CT), Indiana (IN), Louisiana (LA), Mississippi (MS), Nebraska (NE), Puerto Rico (PR) and Vermont (VT).
· Employees who are Wisconsin (WI) residents and have filed a WT-4A form cannot use self service to update their WI record, but can update federal information or state records for other states. 
· Employees who are claiming exemption from state withholding for a state/territory other than Minnesota (MN) cannot use Self Service to update records for that state/territory, but can use Self Service to update federal information or state records for Minnesota.
· Employees who are nonresident aliens cannot use self service to submit federal or state W-4 information.
· Employees whose home address is outside the USA.
The most common type of tax information requested by employees is the number of withholding allowances and year-to-date balances.  This information is easily viewed on-line because SEMA4 contains a history of employees' tax withholding and balance records.  Each pay period tax balances are updated in SEMA4.  By the end of this topic, you will be able to update and view tax data.
There are three pages used to record and maintain federal and state tax withholding information, which SEMA4 uses to calculate tax withholding for employees.  The pages are:
· Federal Tax Data: This page is used to enter employees' federal tax marital status and withholding allowances or exemption from federal withholding.  Tax withholding changes entered in SEMA4 by Friday morning of payroll processing week, with an effective date on or before the next paycheck, will be effective on the next paycheck.
· State Tax Data: This page is used to enter employees' state tax marital status and withholding allowances or exemption from state withholding.  Where an employee lives and works determines how you complete their state tax data information.  For example, if an employee lives in North Dakota and works in Minnesota, there must be a state tax record for each state.  State taxes will be deducted for both states unless a reciprocity form, Reciprocity Exemption/Affidavit of Residency (MWR), is filed by the employee for MN and entered into SEMA4.
If the form is filed, the tax withholding status for Minnesota would be marked as exempt.  Employees must re-file a MWR form yearly.  Otherwise, the system will automatically begin to withhold Minnesota taxes during the next year.
· MWR Forms: This page is used to view information entered by the employee on the MWR Forms page in Self Service.
Reciprocity and Form MWR
Minnesota has income tax reciprocity agreements with North Dakota and Michigan. (Income tax reciprocity between Minnesota and Wisconsin ended on December 31, 2009.) This means that employees who reside in North Dakota or Michigan can opt out of Minnesota withholding on wages earned for work in Minnesota.  If they do not want Minnesota tax withheld from wages, they can complete a MWR form in Self Service or by submitting a paper form to agency payroll staff.  This must be done by February 28, or within 30 days after their employment begins, or when their state of residence changes.  A new form must be submitted each year to maintain the exempt status.  If employees do not complete a MWR form annually by the due date, Minnesota taxes must be withheld from wages.  Employees who are residents of North Dakota or Michigan and who do not return to their residence in North Dakota or Michigan at least once a month do not qualify to be exempt from Minnesota withholding.

[image: ]Updating Tax Withholding Information
In the first walk-through, you will enter tax withholding information for a new employee.  You will learn how to use SEMA4 to retrieve the employee's current tax record.  Then you will enter the new tax withholding information.
Thomas Hill's completed W-4 and W-4MN forms indicate he is claiming a tax marital status of married with five allowances for both federal and state and an additional amount to be withheld for state taxes, effective today.  He works and lives in Minnesota. Because he wants additional Minnesota withholding, he is required to complete Form W-4MN in addition to Form W-4.
NOTE
Default tax records are established when an employee is initially hired in SEMA4.  Federal and state tax records for each state in which the employee lives and works are set up by SEMA4 with a tax marital status of single and zero withholding allowances.
	Action
	Result

	1. On the SEMA4 Database Selection page.
· Select User Training database
· Use your training user ID and password
	Home displays

	2. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	3. 
In the Name field, enter Hill,Thomas and click the Search  button.
	Search results display

	4. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	5. Click the Add a row [image: Add a Row button] button.
	A new row is added with today’s date as the effective date

	6. In the Effective Date field, enter the date the record is effective.
	Today’s date

	7. 
In the Special Withholding Tax Status field, click the drop-down arrow  and select one of the following:
· None – normal withholding 
· Maintain taxable gross – selected when the employee completes the W-4 form with Exempt (from federal tax)
· No taxable gross; no tax taken – used by Statewide Payroll Services only
· Nonresident alien – selected when a nonresident alien employee submits a W-4 with NRA written on it
	None




	
Field Name And Description	
	Field Data

	8. 
In the Tax Marital Status field, click the drop-down arrow  and select the employee’s tax marital status.
	Married

	9. In the Withholding Allowances field, enter the number of allowances.
	5

	10. In the Additional Amount and Additional Percentage fields, complete the fields as indicated on the W-4 form.
When an entry is made in either the Additional Amount or the Additional Percentage field, the calculated amount will be deducted only on those paychecks that include a taxable payment to this employee.
	Leave both fields blank

	11. 
In the Source Documents field, click the drop-down arrow  and select the documentation provided by the employee.
	W-4 for Federal and MN

	12. Information will display in the Lock-In Details fields if restrictions have been imposed on the employee's tax withholding status.  The Letter Received checkbox will be selected if the IRS has placed limits on the employee's tax withholding status, tax marital status, and/or withholding allowances.  The maximum number of allowances an employee can claim will display in the Limit On Allowances field.
	These fields are view only for agencies.  The information is entered by Statewide Payroll Services when directed to do so by the IRS

	13. Click the State Tax Data page tab.
	State Tax Data page displays

	14. In the State field, accept the default.
Note: Since the employee works and lives in Minnesota, he has a single state tax withholding record.
	MN

	15. The Resident check box indicates whether the employee lives in the state identified in the State field.
	Check box is selected

	16. The Non-Residency Statement Filed check box indicates if the employee:
· Works in Minnesota and is a resident of North Dakota or Michigan, and
· Claims exempt from MN state tax due to reciprocity agreement, and
· Has filed a Reciprocity Exemption/Affidavit of Residency (MWR) form.
	Check box is blank

	17. In the Special Withholding Tax Status field, select one of the following:
· None – normal withholding 
· Maintain Taxable Gross – selected when the employee completes the W-4 with Exempt 
· No taxable gross; no tax taken  – used by Statewide Payroll Services only
· Nonresident alien (Fed Rules) – selected when a nonresident alien submits a W-4 with NRA written on it.  State record follows the federal rules for tax withholding for nonresident alien employees.
	None

	18. In the Tax Marital Status field, enter or click the Look up [image: ] button and select the employee’s state withholding tax marital status.
	M

	19. In the Withholding Allowances field, enter the number of allowances the employee claims.
TIP
Minnesota residents cannot have more Minnesota withholding allowances than federal allowances.
	5

	20. In the Additional Amount and Additional Percentage fields, complete the fields as indicated on the W-4 form.
When an entry is made in either the Additional Amount or the Additional Percentage field, the calculated amount will be deducted only on those paychecks that include a taxable payment to this employee.
	Amount 5.75

	21. The Additional Allowances field is not used.
	empty cell

	22. Information will display in the Lock-In Details fields if restrictions have been imposed on the employee's tax withholding. The Letter Received checkbox will be selected if the MN Department of Revenue has placed limits on the employee's tax withholding status, tax marital status, and/or withholding allowances. The maximum number of allowances an employee can claim will display in the Limit on Allowances field.
	These fields are view only for agencies.  The information is entered by Statewide Payroll Services when directed to do so by the Minnesota Department of Revenue.

	23. In the Exempt Reason box, indicate the reason a Minnesota resident is claiming exemption from state tax withholding. An exempt reason must be provided when the employee is claiming exempt from Minnesota taxes and has not filed an MWR form
	Blank – does not apply 

	24. Special state-specific fields will display for some state records - e.g., Arizona (AZ), California (CA) or Indiana (IN).  Complete these special fields at the bottom of the State Withholding Elements box when applicable.
	No special additional fields display.

	25. Since Mr. Hill is a resident of the State of Minnesota, he is not eligible for tax reciprocity, and has not submitted a MWR form.  Therefore, you can skip the MWR Forms page.
NOTE
For eligible employees, you have the option of entering information on the MWR Forms page, but you are not required to enter anything on the MWR Forms page.  You must, however, keep the Form MWR that is submitted to you on file in your agency.
	Empty cell

	26. Click the Save [image: ]  button.
· If a warning message displays, read the message and click the OK  [image: ] button.
	Record is saved





Your pages should look similar to these:
[image: ]
[image: ][image: ]
[image: ]Review Questions
Answer the following review questions:
1. What is the tax marital status and withholding allowance on the record that is created when an employee is initially hired in SEMA4?
_________________________________ and ________________________________
2. When would you update an employee's tax record?
________________________________________
3. If the IRS has placed restrictions on an employee’s tax withholding status, information will display in what fields? 
________________________________________
4. If an employee is a resident of North Dakota, Minnesota state income taxes do not have to be withheld on wages earned in Minnesota if the employee does what annually?
________________________________________

[image: ]Review Answers
Check your answers.
1. What is the tax marital status and withholding allowance on the record that is created when an employee is initially hired in SEMA4?
Answer:  A tax marital status of single with zero withholding allowances for federal and each state in which the employee lives and works.
2. When would you update an employee's tax record?
Answer:  Each time the employee provides a completed tax withholding form.
3. If the IRS has placed restrictions on an employee’s tax withholding status, information will display in what fields?
Answer: Lock-In Details – Letter Received and Limit On Allowances
4. If an employee is a resident of North Dakota, Minnesota state income taxes do not have to be withheld on wages earned in Minnesota if the employee does what annually?
Answer: Completes and submits a MWR form by the announced deadline.


[image: ]Updating Tax Withholding Information
Victoria Vance does not want to change her federal withholding record but wants to change her Minnesota state record to single with 3 allowances, effective one month from today.  She has given you a W-4MN form for Minnesota to initiate this change.  Because she is claiming fewer Minnesota withholding allowances than federal allowances, as well as additional Minnesota withholding deducted each pay period, the MN Department of Revenue requires Form W-4MN.  Victoria would like to continue to have the additional percentage of state withholding taken when receiving taxable earnings. 
	Action
	Result

	1. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	2. 
In the Name field, enter Vance,V and click the Search  button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	4. Click the Add a row [image: Add a row button] button.
	A new row is added with today’s date as the effective date



	Field Name And Description
	Field Data

	5.	In the Effective Date field enter the date when the record should be effective.
	Date one month from today

	
6.	In the Source Documents field, click the drop-down arrow  and select the documentation provided by the employee.	
	W-4 for MN

	7.	Since there are no other changes needed on the Federal Tax Data page, click the State Tax Data page tab.
	State Tax Data page displays

	8.	In the Marital Tax Status field, enter, or click the Look up [image: ] button and select, the employee’s state withholding tax marital status.
	S

	9.	In the Withholding Allowances field, enter the number of allowances the employee claims.
	3

	10.	In the Additional Percentage field, retain the 5.500 as an additional percentage.
	5.500

	11.	Click the Save [image: ] button.
•	If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved





Your pages should look similar to these.
[image: ]
[image: ]
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Exercise
Joy Jones has been a resident of North Dakota while working for the State of Minnesota for a few years.  She has notified your office that she has become a resident of Minnesota effective today.  Ms. Jones has completed the appropriate tax form related to this move.  Ms. Jones should no longer be subject to North Dakota tax withholding, but should be subject to Minnesota tax withholding.  For her federal withholding, Ms. Jones is changing from Married to Single with 2 allowances. (Ms. Jones is married.) Remember, each employee must have a federal record and a state record for each state in which the employee lives and works.
	Action	
	Result

	1. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	2. 
In the Name field, enter Jones,J and click the Search  button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	4. Click the Add a row [image: ] button.
	A new row is added with today’s date as the effective date



	Field Name And Description
	Field Data

	5. Effective Date
	Today’s date

	6. Special Withholding Tax Status
	None

	7. Tax Marital Status
	Single – Also select the check box referring to married, but withhold at the single rate.

	8. Withholding Allowances
	2

	9. Source Documents
	W-4 for Federal and MN

	10. Click the State Tax Data page tab.
	State Tax Data page displays

	11. Locate the North Dakota tax record.

TIP:  On the State Information header bar, click the Show next row  button to locate the North Dakota record.
	Empty cell

	12. On the North Dakota state information record, click the Delete row [image: ] button.
A confirmation box displays indicating the delete will occur when the transaction is saved. Click the OK [image: ] button to close the box.
	North Dakota record is deleted and the Minnesota record displays

	13. On the Minnesota state record that remains, select the Resident check box. 
	Click the box to add the checkmark

	14. The checkmark in the Non-Residency Statement Filed check box, will be removed.
	Check box should be blank

	15. 
In the Special Withholding Tax Status box, click the drop-down arrow  and make a selection.
	None 

	16. Tax Marital Status
	M

	17. Withholding Allowances
	2

	18. Click the Save [image: ] button.
· If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved



Your pages should look similar to these.
[image: ][image: ]

 

Using Sema4 Help
On or after January 1 of each year, employees who claim exempt from federal or state taxes must re-file W-4, W-4MN, MWR and/or state specific forms to remain exempt from tax withholding.  To assist agencies in notifying employees who are currently exempt from tax withholding, the following report is available:
FIHR8050, Employees Who Must Refile W-4 and/or Reciprocity Form (DocumentDirect/InfoPac ID HP8050) -- This report lists employees who are currently claiming exempt from federal and/or state income tax withholding.
Use the following steps to access SEMA4 Help for more information about this report and other related reports.
	Action
	Result

	1. Click the Help [image: Help link] link on the pagebar to access SEMA4 Help.
	State Tax Data – Page Overview displays

	2. 
Click the Show  button.
	Help navigational pane displays

	3. Select Reports Inventory in the navigational pane.
	Reports Inventory page displays

	4. Select Report Descriptions. Under Payroll Reports, select Listed by Report Number.
	A list of reports displays

	5. Scroll to and select HP8050.
	Employees Who Must Refile W-4 and/or Reciprocity Form – Report Description displays

	6. Review the report description. Click the Back button on your browser’s tool bar.
	A list of reports displays

	7. Review the descriptions for the following reports and answer the questions below.
· FIHU2442 – Employees Who Have Filed a State MWR (OnDemand)
· FIHU2443 – Employees Who Are Claiming Exempt From Federal Withholding (OnDemand)
· FIHU2444 – Employees Who Are Claiming Exempt From State Withholding (OnDemand)
· HP8030 – W-4 Tax Exempt Reset (DocumentDirect/InfoPac) 
· HP8040 – Minnesota MW-R Tax Exempt Reset (DocumentDirect/InfoPac)  
	Empty cell




[image: ]Review Questions
1. What is the suggested use of the HP8050 report?
_______________________________________
_______________________________________
2. True or False. Employees must refile for exempt status or reciprocity each year to remain eligible.
_______________________________________
3. Residents of which two states are eligible to file Form MWR?
________________________________________
4. True or False. The FIHU2442, FIHU2443, and FIHU2444 reports are On-Demand reports.
________________________________________
5. What is the frequency at which the HP8030 and HP8040 reports are generated?
________________________________________
[image: ]Review Answers
Check your answers.
1. What is the suggested use of the HP8050 report?
Answer:  Agencies use this report to notify the listed employees that they need to refile for exempt status and/or reciprocity.
2. True or False. Employees must refile for exempt status or reciprocity each year to remain eligible.
Answer: True
3. Residents of which two states are eligible to file Form MWR?
Answer:  North Dakota and Michigan
4. True or False. The FIHU2442, FIHU2443, and FIHU2444 reports are On-Demand reports.
Answer: True 
5. What is the frequency at which the HP8030 and HP8040 reports are generated?
Answer:  These reports are run annually in February.


[image: ]Updating Tax Withholding Information
Exercise
During this exercise you will practice adding, updating, and viewing tax information.  Use the information provided, SEMA4 Help, previous walk-throughs and exercises to complete both parts of this exercise.
Use the following information to update Hal Berman's tax record.  He has given you the appropriate forms and indicated that he has just moved to North Dakota. Make all changes effective today. 
Updates to federal tax:
· Marital status of  married 
· 3 withholding allowances
· Additional 5% to be withheld
Updates to state tax:
· Non-Residency Statement Filed (MWR) - Claims exempt from Minnesota tax during the remainder of the year.
· North Dakota as the new state of residence
· Marital status of single 
· 2 withholding allowances
	Action
	Result

	1. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	2. 
In the Name field, enter Berman,H and click the Search  button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	4. Click the Add a row [image: ] button.
	A new row is added with today’s date as the effective date



	Field Name and Description	
	Field Data

	1. Effective Date
	Today

	2. Special Withholding Tax Status
	None

	3. Tax Marital Status
	Married

	4. Withholding Allowances
	3

	5. Additional Percentage
	5

	6. Source Documents
	W-4 for Federal, MWR for MN

	7. Move to the State Tax Data page.
	Empty cell

	8. State
	MN

	9. Resident check box
	Clear check box

	10. Non-Residency Statement Filed check box.
Warning statement displays, "Selecting Non-Residency Statement Filed will set tax withholding status to Maintain gross taxable and allowances to zero.  Do you wish to proceed?" Click Yes.
In the Special Withholding Tax Status box, the radio button for Maintain taxable gross below, has been selected.
The Tax Marital Status field has defaulted to “X - Claiming exemption from withholding” ; and Withholding Allowances has defaulted to”0” (zero)
	If not already selected, select check box 

	11. Under the State Information header, click the Add a row [image: Add a row button] button.
	Adds a new state record

	12. State
	ND

	13. Resident check box
	Select check box

	14. Special Withholding Tax Status
	None

	15. Tax Marital Status
	S

	16. Withholding Allowances
	2

	17. Move to the MWR Forms page.
Note:
Completing this page is optional.  When an employee submits the MWR form, and has answered the Residence Information questions, you may file the form with or without entering the information on the MWR Forms page. Normally the employee’s address will display Michigan or North Dakota.
	Empty cell

	18. For this example, assume the employee has answered the Residence Information questions and you will enter the information on this page.
	1. Today’s date
2. Yes
3. Yes – 07/01/1995 to yesterday
4. $40,000

	19. Click the Save [image: ] button.
· If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved


NOTE
You have the option of entering information on the MWR Forms page for Mr. Berman, but you are not required to enter anything on the MWR Forms page.  You must, however, keep the Form MWR that he submitted to you on file in your agency.  Since Mr. Berman has changed his state of residence, he indicated to you he will change his permanent home address information via Self Service today. You might want to make a note to check tomorrow and verify that his address change is recorded appropriately and displays for you on the Contact Information page.
Your pages should look similar to the ones below.

[image: ]
Minnesota State record
[image: ]


North Dakota State record
[image: ]
MWR Forms page[image: ]
Topic Summary
SEMA4 automatically sets up default federal and state tax records for all newly hired employees.  During this topic you learned how to add additional effective-dated tax withholding records for a variety of different employee situations.
In the next topic you will learn how to view tax information.
Reports
· FIHR8030, W-4 Tax Exempt Reset (DocumentDirect/InfoPac ID HP8030)
· FIHR8040, Minnesota MW-R Tax Exempt Reset (DocumentDirect/InfoPac ID HP8040)
· FIHR8050, Employees Who Must Refile W-4 and/or Reciprocity Form (DocumentDirect/InfoPac ID HP8050)
· FIHU2442, Employees Who Have Filed a State MWR (OnDemand)
· FIHU2443, Employees Who Are Claiming Exempt From Federal Withholding (OnDemand)
· FIHU2444, Employees Who Are Claiming Exempt From State Withholding (OnDemand)
Continue to the next topic, Viewing Tax Information
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[bookmark: _Toc359401810]Section 4 - Viewing Tax Information
Payroll staff is often asked questions by employees about their tax withholding.  Now you will learn how to view that information.  Knowing where to find information is important when answering employee questions.
In this topic, you will look at a page that displays cumulative summary tax information.  You will also view an employee's paycheck information that includes the taxes withheld.
The Tax Balances page is used to view year-to-date, quarter-to-date, month-to-date and other views of tax balances.  SEMA4 automatically updates this view-only page each time payroll is processed.  The updated information is available Monday of payday week.
[image: ]Viewing Tax Balance Information
Use the following instructions to look up tax information on the Tax Balances page for William Elliot. He would like to confirm how much tax has been withheld from his pay.
	Action
	Result

	1. Select Payroll > Balance Reviews > Taxes.
	Taxes search page displays

	2. 
In the Empl ID field, enter 00847978 and click the
Search  button.
	Tax Balances page displays


Navigate through the record and answer the following questions:
1. What is the OASDI/Disability - EE tax Balance Year-to-Date for September 2012?
$_____________________________
2. What is the US Federal Withholding tax Balance Quarter-to-Date for October 2012?
$______________________________
3. What is the taxable gross wage for US Federal Withholding Balance Quarter-to-Date for October 2012?
$______________________________
Check your answers on the next page.


Check your answers:
1. What is the OASDI/Disability - EE tax Balance Year-to-Date for September 2012?
Answer:  $171.01.
2. What is the US Federal Withholding tax Balance Quarter-to-Date for October 2012?
Answer: $541.93
3. What is the taxable gross wage for US Federal Withholding Balance Quarter-to-Date for October 2012?
Answer: $3624.26


[image: ]Viewing Paycheck Tax Information
You may need to view withholding information for a specific pay period. This can be done on the Paycheck Taxes page. On this page you can view withholding types and amounts. 
Look up the tax information on the Paycheck Taxes page for William Elliot.
	Action
	Result

	1. Select Payroll > Pay Distribution > Review Paycheck - All.
TIP
This component displays paycheck data for current employees as well as former employees during the time that they were paid by your agency.  Use the Paycheck Data component when an employee has job records in multiple department IDs.
	Review Paycheck - All search page displays

	2. 
In the Empl ID field, enter 00847978 and click the 
Search  button.
	Search results display

	3. Select the row with the pay period end date of 06/05/2012.
	Paycheck Earnings page displays

	4. Select the Paycheck Taxes page tab.
	Paycheck Taxes page displays


Use the information on the Paycheck Taxes page to answer the following questions.
[image: ]Review Questions
1. What is the issue date for the paycheck data you are examining?
_______________________________________
2. How many rows of tax information display?
_______________________________________
3. What is the taxable gross amount for federal and state withholding?
_______________________________________
4. What state does the employee claim residence in and, how much (if any) state withholding tax was withheld for this pay period?
________________________________________
Check your answers on the next page.


[image: ]
Review Answers
Check your answers.
1. What is the issue date for the paycheck data you are examining?
Answer:  06/15/2012.  The issue date is normally 10 days after the pay period end date.
2. How many rows of tax information display?
Answer:  6
3. What is the taxable gross amount for federal and state withholding?
Answer:  $2255.04
4. What state does the employee claim residence in and how much, if any, state withholding tax was withheld for this pay period?
Answer:  Minnesota is the state of residence and $132.11 was withheld for MN tax.
Topic Summary
In this topic you learned how to view tax balance summary information by year-to-date, quarter-to-date, and month-to-date.
You have also learned to view the Paycheck Taxes page to view actual withholding amounts and types per pay period.
Continue to the next topic, Viewing Earnings Table Information.

Taxes in SEMA4	Section 4 – Viewing Tax Information.	28
[bookmark: _Toc359401811]Section 5 - Viewing Earnings Table Information
[image: Read Through graphic]Earnings Table
Within the Earnings Table component, each earn code is defined with specifications as to how the earnings will be handled in the payroll process.  Earnings can include regular hourly pay, shift differentials, vacation and sick pay, retroactive pay adjustments, other types of paid leave, achievement awards and business and relocation reimbursements.
The Earnings Table component contains six pages: General, Taxes, Calculation, Special Process, Pay Limit, and MN Fields.  In this topic you will view a limited amount of information on some of these pages that focus on the calculation of earnings and their related taxes.
The first page in the Earnings Table component is the General page.  This page displays earn codes’ descriptions and specifies the payment type, as well as whether the earn code is currently active and whether it can be used by hourly or salaried employees.
Tax Method
The Taxes page of the Earnings Table component displays information on whether and how each earn code is taxed.  The Taxes page defines whether the earnings are subject to FWT (Federal Withholding Tax) and whether the earnings are subject to FICA (Federal Insurance Contributions Act).  Each earn code is assigned one of the following tax methods for calculation:
Specified on Paysheet - Federal and state tax withholding for the earn code comes from the federal and state tax tables, and are dependent on the marital status and number of allowances claimed by the employee.
Supplemental - Federal and state tax withholding for the earn code is a percent. As of July 2015 the percentages are 25% federal and 6.25% MN state. 
Regular vs. Supplemental Wages
The Internal Revenue Service (IRS) mandates the definitions for different types of earnings, and how those earnings are taxed.  Statewide Payroll Services is responsible for seeing that withholding taxes are taken according to the IRS tax code.
Regular wages are wages paid for an employee’s normal or regular work time.  Wages in this category include: regular pay, shift differentials and paid leave (sick or vacation).  Regular wages are taxed according to federal and state tax tables.
Supplemental wages are compensation paid in addition to an employee's regular wages. They include overtime pay, achievement awards, retroactive pay increases, payments for accumulated sick leave, severance pay, mileage reimbursed at a rate above the standard IRS reimbursement rate, and reimbursement for meals when there was no overnight lodging.  Supplemental wages are taxed at the supplemental rates.


[image: ]Viewing The Earnings Table
In this walk-through, you will view information in the Earnings Table component.  The Taxes page in the Earnings Table enables you to view information about a specific earn code to determine what types of tax the earnings are subject to, and what method is used to calculate those taxes.
	Action
	Result

	1. Select Set Up HCM > Payroll Setup > Earnings > Earnings Table.
	Earnings Table search page displays

	2. 
2.	In the Earnings Code field, enter REG, and click the Search  button.
The General page displays basic information about the REG earn code for REGULAR PAY earnings. Remember, the Earnings Table pages are view only.
	General page of the Earnings Table component displays

	3. Click on the Taxes page tab.
	Taxes page displays



	Field Name and Description
	Field Data

	4. In the Tax Method box, the radio button selected indicates how the earn code is taxed.  SEMA4 uses only two of the methods listed.  One of these radio buttons will be selected:
Specified on Paysheet - Federal and state tax withholding for the earn code comes from the federal and state tax tables.
Supplemental - Federal and state tax withholding for the earn code is a percent -- as of July 2015 the rates are 25% federal and 6.25% MN.
	Earn code REG  uses the tax method  “Specified on Paysheet”

	5. In the U.S Only box, the Subject to FWT checkbox is selected if the earnings are subject to federal and state withholdings.
	REG earnings are subject to federal and state withholdings

	6. In the U.S Only box, the Withhold FWT checkbox indicates whether federal and state taxes are withheld on these earnings.
	REG earnings will have federal and state taxes withheld

	7. In the U.S Only box, the Subject to FICA checkbox indicates whether these earnings are subject to FICA/Medicare withholding.
	REG earnings are subject to FICA/Medicare withholding

	8. In the Earnings box, the Add to Gross Pay checkbox indicates whether an earn code pays.  If the checkbox is selected, the earnings paid are also added to the employee’s total gross YTD balances.
	REG earnings pay, and they also add to YTD total gross

	9.	The Maintain Earnings Balances checkbox is selected if the earnings will accumulate monthly, quarterly, and yearly balances.
	REG earnings accumulate monthly, quarterly and yearly balances

	10.	The Subject to Garnishments checkbox is selected if the earnings are used in the calculation of disposable earnings for garnishments. 
	REG earnings are subject to garnishments



	Action
	Result

	11.	Click the Return to Search [image: ]  button.	
	Search page redisplays

	12.	Click the Clear [image: ]  button.  	
	Previous search results clear

	
13.	In the Earnings Code field, enter ACH, and click the Search   button.
	Since the Taxes page of the Earnings Table is what was being viewed previously, the Taxes page displays again, but for the new earn code, ACH

	14.	Notice the differences between the earn codes REG and ACH.  ACH is the earn code used when paying Achievement Awards.  In the Tax Method box, the radio button selected is Supplemental.  Achievement Awards, unlike regular earnings, are taxed at the supplemental rate. 
The remaining checkboxes selected are the same as for the REG earn code.
	Earn code ACH will be taxed at the supplemental federal and state withholding rates

	15.	Click the Return to Search [image: ] button.
	Search page redisplays

	16.	Click the Clear [image: ] button.
	Previous search results clear

	
17.	In the Earnings Code field, enter MLI, and click the Search  button.
	Taxes page of the Earnings Table displays for the earn code MLI

	18.	Notice the differences between the earn codes REG and ACH and MLI.  MLI, one of the business expense earn codes for mileage reimbursement, is NOT subject to FWT or FICA as regular earnings and achievement awards were – and it is NOT used in the calculation of disposable earnings for garnishments. 	
	Empty cell




Earnings Table - Taxes page for Earn Code REG
[image: ]

Earnings Table - Taxes page for Earn Code MLI
[image: ]
You can view the Taxes page of the Earnings Table any time there is a question about how certain types of earnings are taxed during pay calculation.
[image: ]Viewing Earnings Table Information
Exercise
In this exercise you will view information in the Earnings Table to answer the questions that follow.  You will be viewing earn code information on the General and Taxes pages of the Earnings Table.
	Action
	Result

	1. From the Menu, select Set Up HCM > Payroll Setup > Earnings > Earnings Table.
	Earnings Table search page displays

	2. 
In the Earnings Code field, enter OTR, and click the Search  button.
The General page displays basic information about the OTR earn code for overtime earnings. Remember, the Earnings Table pages are view only.
Click on the page tabs to view different pages in the component.

Click the Return to Search [image: ] button and the Clear [image: ] button to refresh the search page.  Enter another earn code in the Earnings Code field and click the Search  button again to view information for a different earn code.
	General page of the Earnings Table component displays

	3. View the Earnings Table information for earn codes MLI, ACH and S55.  Then answer the following questions using the General and Taxes pages of the Earnings Table component.
	Empty cell


NOTE
Earnings Table information is also available on the Minnesota Management & Budget website at http://mn.gov/mmb/accounting/sema4/reference-documents/. Under the “Reference Documents” heading, click Earning Codes.  This list is updated periodically, and contains some of the most frequently asked about information drawn from the Earnings Table pages.
You may choose to print the list to have a quick, concise, compiled reference of earn code information.  Be aware, however, that the Web site listing is not as current or complete as the Earnings Table in SEMA4.


[image: ]
Review Questions
Answer the following review questions:
1. What is the description for earn code S55? 
____________________________________________
2. What method is used to tax earnings paid with earn code OTR and ACH?
____________________________________________
3. The earn code MLI is used for reimbursing employee business expenses, for mileage on trips within Minnesota.  Are these payments subject to federal withholding tax (FWT)? _________________________
4. When using earn code ACH to pay an Achievement Award, are the earnings input using hours or amounts? _____________________
5. Which of the following earnings are NOT subject to FICA?  OTR, ACH, MLI, S55.
_____________________________________________
[image: ]Review Answers
Check your answers.
1. What is the description for earn code S55? Answer:  Shift Differential .55
2. What method is used to tax earnings paid with earn code OTR and ACH?
Answer:  They are taxed at the supplemental rate 
3. The earn code MLI is used for reimbursing employee business expenses, for mileage on trips within Minnesota.  Are these payments subject to federal withholding tax (FWT)?   Answer: No
4. When using earn code ACH to pay an Achievement Award, are the earnings input using hours or amounts? Answer:  Only amounts can be entered.
5. Which of the following earnings are NOT subject to FICA?  OTR, ACH, MLI, S55.
Answer:  MLI 
Topic Summary
In this topic you learned how to view and interpret information on the General and Taxes pages of the Earnings Table component.
Continue to the next topic, Viewing Deduction Table Information.
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[image: Read Through graphic]The information in the Deduction Table component defines payroll deductions used in SEMA4.  This includes both employee deductions and state contributions.  Some items that are assigned deduction codes are not truly deductions from employee earnings – but rather, employer-paid benefits or contributions that are recorded as deduction transactions during payroll processing.
Deduction Priority
On the Deductions Table, each deduction is assigned a priority number.  The priority number designates the order in which the deduction is processed in pay calc.  The lower the number, the higher the priority. This is important in situations where there is not enough pay to cover all the deductions.  For example, garnishments have a higher priority than charitable deductions. If there is not enough pay to cover all deductions, garnishments would be taken first and charitable deductions may not be taken.
Tax Classification for Deductions
On the Deductions Table, each deduction is also assigned a tax classification.  The order in which SEMA4 takes deductions during “pay calc” is based on the deduction classification and the deduction priority number.  Some items listed as deductions are not truly deductions from employee earnings – but rather, employer-paid benefits or contributions that are recorded as deduction transactions during payroll processing.  The following deduction classifications exist in SEMA4:
· After-Tax
After-tax deductions reduce net pay.  They are taken from earnings after the calculation of withholding tax and therefore have no effect on the amount of tax withheld.  Examples are optional employee-paid insurances (Long Term Care, Short Term Disability, and Long Term Disability) charitable deductions and union dues. 
· Before-Tax
Before-tax deductions reduce both net pay AND taxable gross pay.  Before-tax deductions are taken from earnings prior to the calculation of withholding taxes. Examples are the employee share of medical and dental insurance premiums, employee contributions to MSRS and employee contributions to a deferred compensation plan.
· Nontaxable, or Nontaxable Benefit
Nontaxable deductions have no direct effect on net pay.  They are not deductions taken from earnings – but rather, employer benefit contributions with no taxable implications for an employee.  Examples are the employer share of medical and dental insurance premiums and the employer-paid contribution to MSRS retirement. 
· PTax Ben, or Nontaxable Btax Benefit
PTax Ben deductions are not taken from earnings – but rather, represents an employer contribution for a before-tax deduction to an employee benefit plan.  An example is the matching employer-paid contribution to a deferred compensation account.


· Taxable, or Taxable Benefit
Taxable Benefit deductions are not taken from earnings – but rather, represents an employer contribution for a benefit that is taxable to the employee.  The contribution increases taxable gross pay (for tax purposes), but does not increase total gross pay (for pay purposes.)  An example is the employer-paid group term life insurance premiums for coverage in excess of $50,000.
Deduction classifications have a significant effect on how SEMA4 calculates tax amounts during payroll processing.  Some deductions may have more than one classification.  For example, medical insurance deductions can have both a before-tax classification for the employee and a nontaxable classification for the employer contribution.
Priority number and deduction class determine which deductions are not taken when there is not enough pay to satisfy all deductions. If, after taking a before-tax deduction and then calculating taxes, SEMA4 is unable to take an after-tax deduction with a higher priority, the system returns to the beginning.  SEMA4 will recalculate taxes without taking the before-tax deduction and use the remaining amount to take the after-tax deduction.  Deduction refunds (if any) are processed first so that they will be included in the available net pay when the deduction processing begins.
Tax Effect Considerations for Deductions
The Deduction Table specifies the tax effect for each taxable benefit or before-tax portion of a deduction.  The effect on FICA gross is recorded as one of the following: Adds to, Subtracts, or No Effect.
FICA is the abbreviation for Federal Insurance Contributions Act.  FICA consists of old-age, survivors, and disability insurance (called OASDI and commonly referred to as Social Security) and Medicare hospital insurance (called HI).
Generally, even if an employee is not subject to FICA tax, he/she is subject to Medicare tax. Some employees are subject to Medicare only. Normally the retirement plan assigned to the employee’s job record is the factor that determines the FICA/Medicare status for an employee. The FICA/Medicare status is defined as follows:
· Subject = subject to FICA and Medicare taxes.
· Medicare Only = subject to Medicare taxes only.
· Exempt = not subject to FICA or Medicare taxes.


[image: ]Viewing the Deduction Table
In this walk-through, you will view information in the Deduction Table component.  There are five pages in the Deduction Table component.  The first three contain the information that relates to taxes.  The Setup, Tax Class and Tax Effect pages allow you to view information about a specific deduction code and determine if, when and how taxes impact a particular deduction.
	Action
	Result

	1. From the Menu, select Set Up HCM > Payroll Setup > Deduction > Deduction Table.
	Deduction Table search page displays 

	2. 
In the Deduction Code field, enter INS141 and click the Search  button.
	Setup page of the Deduction Table component displays 

	3. Notice the Effective Date, Description and Short Description fields. 
	The deduction code details on the page are for the employee-paid portion of health insurance premiums.

	4. In the Deduction Priority field, view the priority number that has been assigned.
	Empty cell

	5. Click the Tax Class page tab.
	Tax Class page displays

	6. In the Deduction Classification box, notice the radio button that is selected.  
	Before-Tax classification indicates that SEMA4 reduces pay by the deduction amount prior to calculating taxes. 

	7. Click the Tax Effect page tab.
	Tax Effect page displays

	8. In the U.S Only box, you can see more information on how this deduction affects taxes.
Effect on FICA Gross 
This field indicates whether the deduction has no effect, adds to, or subtracts from the FICA gross (not subject to FICA). (The Medicare gross is also affected by this field.)
Effect on FUT Gross
Not used by the State.
	In this case, dollar amounts associated with INS141 are not subject to FICA.

	9. Click the Return to Search [image: ] button, and then click the Clear [image: ] button.
	Deduction Table search page displays

	10. 
In the Deduction Code field, enter INS137 and click the Search  button.
	Tax Effect page of the Deduction Table component displays. Since it was the last page accessed, the search returned you to that page rather than displaying the first page in the component.

	11. INS137 is the code for the portion of an employee’s health insurance that is paid by the State employer (St Pd Basic Health Pretax). 
	Note that amounts associated with INS137 have no effect on FICA

	12. Click the Tax Class page tab. 
	Tax Class page displays

	13. View the information on the page.  In the Deduction Classification box, notice the radio button that is selected for this employer-paid contribution.
	INS137 is a Nontaxable Benefit 

	14. Click the Return to Search [image: ] button, and then click the Clear [image: ] button.
	Deduction Table search page displays


In the above walk-through, it is important to remember that some items listed as deductions are not truly deductions from employee earnings.  The deduction code INS137 that you viewed represented the employer-paid (or State-paid) contribution to the employee’s health insurance premiums.  The dollar amount represents a nontaxable benefit to the employee (as indicated by the tax classification).  In contrast, the deduction INS141 represented the employee-paid portion of health insurance premiums.  Amounts associated with INS141 are actually deducted from employee earnings, and in this case, the deduction is made before taxes are calculated.
NOTE
Some Deduction Table information is also available on the Minnesota Management & Budget website at http://mn.gov/mmb/accounting/sema4/reference-documents/. Under the “Reference Documents” heading, click Deduction Priority List.  Similar to the Earning Codes list, the Deduction Priority List is updated periodically, and contains some of the most frequently asked-about information drawn from the Deduction Table pages.
You may choose to print the Deduction Priority List to have a quick, concise, compiled reference of deduction code information.  Be aware, however, that the Web site listing is not as current or complete as the Deduction Table in SEMA4.


[image: ]Viewing Deduction Table Information
Exercise
In this exercise you will view information in the Deduction Table to answer the questions that follow.  You will be viewing deduction information on the Setup, Tax Class and Tax Effect pages.
	Action
	Result

	1. From the Menu, select Set Up HCM > Payroll Setup > Deduction > Deduction Table.
	Deduction Table search page displays

	2. 
In the Deduction Code field, enter PKAD06, and click the Search  button.
Remember, the Deduction Table pages are view only.
Click on the page tabs to view different pages in the component.

Click the Return to Search [image: ] button and the Clear [image: ] button to refresh the search page.  Enter another deduction code in the Deduction Code field and click the Search  button again to view information for a different deduction code.
	Setup page of the Deduction Table.  component displays


	3. View the Deduction Table information for deduction codes, PKAD06, UNMAPE, CHUNCF and EXDCEE.  Then answer the following questions using the information on the Setup, Tax Class and Tax Effect pages of the Deduction Table component.
	Empty cell





[image: ]Review Questions
Answer the following review questions:
1. What is the description for deduction code PKAD06? ____________________________________________
2. Do PKAD06 deductions affect an employee’s FICA gross?
_____________________________________________
3. Are UNMAPE deductions taken before or after taxes are calculated?
____________________________________________
4. If an employee has a CHUNCF (United Negro College Fund charity) deduction and also an EXDCEE (Dependent Care Ex Acct EE) deduction, which will be taken first?  (Hint:  Check the Deduction Priority.) _____________________________________________
5. Is the parking deduction, PKAD06, taken before or after taxes are calculated? 
_____________________________________________
[image: ]Review Answers
Check your answers.
1. What is the description for deduction code PKAD06? Answer:  Garage
2. Do PKAD06 deductions affect an employee’s FICA gross?   Answer:  They subtract from FICA gross (not subject to FICA)
3. Are UNMAPE deductions taken before or after taxes are calculated?  Answer:  After 
4. If an employee has a CHUNCF (United Negro College Fund charity) deduction and also an EXDCEE (Dependent Care Ex Acct EE) deduction, which will be taken first?  (Hint:  Check the Deduction Priority.)  Answer:  Deductions with a lower priority number are taken first, so EXDCEE (priority 350) will be taken before CHUNCF (priority 850).
5. Is the parking deduction, PKAD06, taken before or after taxes are calculated? Answer:  Before
Topic Summary
In this topic you learned how to view Deduction Table information.
Continue to the next topic, Viewing Paycheck Data Information
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[bookmark: _Toc359401813]Section 7 - Viewing Paycheck Data Information
[image: Read Through graphic]The Review Paycheck Component
Earlier in this learning guide you viewed employee tax information on the Paycheck Taxes page.  There are additional pages in the Review Paycheck component that display detailed employee paycheck information by pay period.  The Review Paycheck component has three pages: Paycheck Earnings, Paycheck Taxes and Paycheck Deductions.
The Paycheck Earnings page displays all employee earnings for a pay period.  Earnings that are taxed at the supplemental rate are indicated in the Other Earnings box. The Other Earnings box has two tabs. The Other Earnings Details 2 tab displays the Tax Method column when you click the Show all columns [image: ] button to show all columns. Under the Tax Method column, “Supplemental” displays if the earnings are taxed at the supplemental rate rather than having the withholding amount determined from the tax tables.  Earnings paid with the ACH earn code (below) are taxed at the supplemental rate.
[image: ]
It is not always the case that withholding at the supplemental rate will mean that the employee has more taxes withheld than if the tax tables had been used to calculate tax.  Whether an employee’s tax withholding results in more or less tax being withheld, when using the supplemental rate on earnings, depends on the employee’s tax bracket.  Even if an employee’s top earnings are in a higher bracket, say 33% for federal taxes, the additional payment will be taxed at the supplemental rate, which is currently only 25% for federal taxes.  However, if top earnings are in a lower bracket, say 15% for federal taxes, the additional payment will still be taxed at the supplemental rate, currently 25% for federal taxes.  Therefore, it's not always true that supplemental tax rates are higher than the tax table calculation would have been.
The Paycheck Taxes page, which you viewed in a previous section of this learning guide, displays employee withholding information for a specific pay period.
The Paycheck Deductions page displays deduction information for a specific pay period.  This includes all employee deductions, garnishments, and insurance, as well as employer contributions and state paid benefits.  You can also look up the net pay distribution (direct deposit information).
[image: ]Viewing Paycheck Information
In this walk-through, you will view information in the Review Paycheck – All component.  There are three pages in the component: Paycheck Earnings, Paycheck Taxes and Paycheck Deductions.  These pages allow you to view detailed information for a specific pay period.
Access Review Paycheck component
	Action
	Result

	1. From the Main Menu, select Payroll > Pay Distribution > Review Paycheck - All.
	Review Paycheck – All search page displays

	2. 
In the EmplID field enter 00847978 and click the Search  button.
	Search results display for Elliot,William J.

	3. Select the 06/05/2012 pay period.
	Paycheck Earnings page displays

	4. Review the information on the page.  Note that the Achievement Award paid with earn code ACH is taxed at the supplemental rate.  How could you tell?
	Hint: You’ll need to click the Show all Columns button [image: ]under Other Earning.

	5. Click the Additional Data link.
	A page displays additional information primarily from the employee's job record

	6. Click the Return [image: ]  button.
	Paycheck Earnings page displays again

	7. Select the Paycheck Taxes tab.
	Paycheck Taxes page displays

	8. Review the information on the Paycheck Taxes page.  If needed, click the View All [image: View All link picture]  link to see all rows of paycheck tax information for the pay period.
	Empty cell

	9. Select the Paycheck Deductions tab.
	Paycheck Deductions page displays

	10. Review the information on the Paycheck Deductions page.  Click the View All [image: View All link picture] link to see all rows of deductions for the pay period.  Notice that the Class column indicates the Tax Class.  Before-Tax and After-Tax indicate employee deductions.  Nontaxable (benefit) is the employer share.
	Empty cell

	11. Click the Help [image: Help link picture] link on the Page Bar. 
	Paycheck Deductions – Page Overview displays

	12. Click the Fields [image: ] button.
	Paycheck Deductions – Field Definitions page displays

	13. Click on one of the field names to view the pop-up definition.
	Empty cell

	14. Exit Help by closing the SEMA4 Help window.	
	Empty cell

	15. Click the Expand section [image: ]  arrow next to Net Pay Distribution.
	Area expands, displaying William’s direct deposit distribution

	16. Use the page tabs to navigate between the pages in the Review Paycheck - All component.  View the information on the pages.  Click the Help [image: Help link picture] link on the Page Bar to access Help Page Overviews and Field Definitions as necessary, to assist you in understanding what displays on the pages.
	Empty cell


Use the information you have viewed in the Review Paycheck - All component and Help to answer the questions that follow.
[image: ]Review Questions
Answer the following review questions:
1. In the earnings paid for the pay period ending 10/15/96, did William Elliot receive any earnings that were taxed at the supplemental rate? (Disregard amounts resulting from prior pay period adjustments.) You will need to click Return to Search [image: ]and select from the search results in order to see PPE 10/15/96.
___________________________________
2. For pay period ending 10/15/96, what was the Minnesota taxable gross amount, and how much was the Minnesota state tax withholding amount?
____________________________________________
3. William Elliot is a member of the Minnesota Assn of Professional Employees (MAPE).  Are his union dues deducted before or after taxes are calculated? ___________________________________________
4. Taxes + Deductions + Net Pay = __________________________.
5. True or False. Shift Differential is taxed at the supplemental rate.
_____________________________________________
[image: ]Review Answers
Check your answers.
1. During pay period ending 10/15/96, did William Elliot receive any earnings that were taxed at the supplemental rate? 
Answer:  No
2. For pay period ending 10/15/96, what was the Minnesota taxable gross amount, and how much was the Minnesota state tax withholding amount?
Answer:  MN Taxable gross = $1369.22.  MN Withholding = $70.33
3. William Elliot is a member of the Minnesota Assn of Professional Employees (MAPE).  Are his union dues deducted before or after taxes are calculated? 
	Answer: After.  The tax classification for UNMAPE (union dues) is After-Tax, meaning that the deduction is taken after tax has been calculated.
4. Taxes + Deductions + Net Pay = ______________.   Answer: Earnings
5. True or False. Shift Differential is taxed at the supplemental rate. Answer: False
Click the Sign out [image: ] link to exit the Training database.
Topic Summary
In this topic you learned how to access and view employee paycheck information.
Continue to the next topic, Understanding the Pay Calculation Process.
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[bookmark: _Toc359401814]Section 8 - Understanding the Pay Calculation Process
[image: Read Through graphic]During pay calculation, the system determines earnings, deductions, taxes, and net pay for all employees.  The order in which SEMA4 calculates and processes information is critical in generating accurate paychecks for employees.  The following example will help demonstrate how SEMA4 handles all the information input for individuals in a pay period (Mass Time Entry, Adjustments, etc.) and then evaluates that information in relationship to data recorded in system tables (Earnings Table, Deduction Table, Federal and State Tax Data, etc).
In this actual example from SEMA4, pay calculation will be tracked for a single employee, Mark.  Assume that Mark worked his normal scheduled hours with the exception of taking one day of vacation during the pay period.  He was also on-call for part of the pay period and worked an hour and a half of overtime.  As a starting point for pay calculation, the system builds a temporary table that enables it to run calculations and store information.
1. The first step in pay calculation is the calculation of earnings.
All earnings are represented with a specific earn code.  In this example, earnings are calculated using hours and rates to determine a total dollar amount.
	Earn
Code
	Description
	Hours
	Rate
	Amount
	Tax Method

	REG
	Regular Hours
	72.00
	$28.28
	$2036.16
	Specified on Paysheet

	VAC
	Vacation Hours
	8.00
	$28.28
	$ 226.24
	Specified on Paysheet

	OC2
	On-Call 25%
	41.50
	$ 7.07
	$ 293.41
	Specified on Paysheet

	OT1
	Overtime at 1.0
	1.50
	$28.28
	$  42.42
	Supplemental

	TOTAL Earnings
	$2598.23
	Empty cell


Note:  The tax method for calculating taxes will always be one of the following:
Specified on Paysheet - Federal and state tax withholding for the earn code comes from the federal and state tax tables, and are dependent on the marital status and number of exemptions claimed by the employee.
Supplemental - Federal and state tax withholding for the earn code is a percent. As of July 2015 the percentages are 25% federal and 6.25% MN state.
2. After determining total gross earnings, the next step is to determine deductions.
SEMA4 uses the deduction priority number and deduction classification to determine the order in which it takes deductions during pay calculation.
The system stores the deduction code, classification (before-tax, after-tax, or taxable benefit), priority number, and deduction amount in the table. The system calculates the value of the deduction, based on gross earnings and special accumulators.  (An example of a special accumulator is retirement.  The amount of salary subject to retirement deductions for an employee is “accumulated” under a special retirement accumulator code, RET.)
For this example, Mark has medical, dental, and life insurance benefits. He also contributes a portion of his earnings to the 457 deferred compensation program and a medical/dental expense account.  In addition, Mark has consented to have union dues, parking fees and additional life insurance for his family withheld as deductions from his paycheck. 
The system locates all deductions (not including taxes) and calculates their value.  Some deductions may be calculated at a flat rate, and others may be a percent.
	Type
	Deduction Amount
	Classification
	Priority

	Deferred Comp 457
	600.00
	Before-Tax
	800

	Medical
	46.60
	Before-Tax
	300

	Dental
	12.36
	Before-Tax
	305

	MSRS Retirement
	103.93
	Before-Tax
	250

	Medical/Dental Expense Account
	25.00
	Before-Tax
	657

	Parking
	18.44
	Before-Tax
	700

	Union dues
	12.00
	After-Tax
	435

	Optional Family Life insurance
	1.84
	After-Tax
	620


Note:  Taxes are not included with deductions. Although taxes reduce gross pay, they are distinct in their categorization.


3. The system begins calculations to determine taxable gross income.
To calculate Mark’s taxable gross income, the system must first locate ONLY those deductions with before-tax classifications.
	Type
	Deduction Amount
	Classification
	Priority

	Deferred Comp 457
	600.00
	Before-Tax
	800

	Medical
	 46.60
	Before-Tax
	300

	Dental
	 12.36
	Before-Tax
	305

	MSRS Retirement
	103.93
	Before-Tax
	250

	Medical/Dental Expense Account
	25.00
	Before-Tax
	657

	Parking
	18.44
	Before-Tax
	700

	TOTAL Before-Tax Deductions
	$806.33
	Empty cell
	Empty cell


4. Then the system calculates any taxable benefits the employee may receive.  
Mark has employer paid basic life insurance coverage in excess of $50,000.  Therefore, the cost of the insurance premiums for benefits that exceeds $50,000 is considered a taxable benefit to Mark.
	Type
	Amount
	Classification
	Priority

	Basic Life over $50,000 (GTI)
	.75
	Taxable Benefit
	600

	TOTAL Taxable Benefits
	$0.75
	Empty cell
	Empty cell


Note:  The system does not actually deduct or add anything from the employee's gross income; it only runs a calculation.
5. The system calculates federal and state taxable gross income.
	Federal and State Taxable Gross Income Calculation

	Earnings
	$2598.23

	Subtract
	Total Before-Tax Deductions
	-  806.33

	Add
	Total Taxable Benefits
	+  0.75

	Federal and State Taxable Gross Income
	$1792.65


When the system calculates federal and state taxable gross income, it must also calculate FICA/Medicare taxable gross income.  For Mark, as for most employees, federal and state taxable gross is not the same as FICA/Medicare taxable gross.  In Mark’s case, both deferred compensation and MSRS retirement deductions are not subtracted from earnings when calculating FICA/Medicare gross – but are subtracted when calculating federal and state gross.  In the Deduction Table component, on the Tax Effect page, deferred compensation and MSRS will indicate “No Effect” in the Effect on FICA Gross field.


6. The system calculates FICA/Medicare taxable gross income 
	FICA/Medicare Taxable Gross Income Calculation

	Total Earnings
	$2598.23

	Subtract
	Total Before-Tax Deductions
	- 806.33

	Add
	Total Taxable Benefits
	+ 0.75

	Add back Before-Tax Deductions with No Effect on FICA

	Add 
	Deferred Compensation
	+600.00

	Add 
	MSRS Retirement
	+103.93

	FICA/Medicare Taxable Gross Income
	$2496.58


7. The system calculates taxes.
After determining federal and state taxable gross and FICA/Medicare taxable gross, SEMA4 has the necessary information to calculate taxes.  Mark’s taxes are determined based on these taxable gross amounts.  Tax calculations will be made using the paysheet (or tax earnings tables) when appropriate, and the established supplemental rates for supplemental earnings types.  (Mark claims a marital status of single and withholding allowances of zero.)  FICA and Medicare taxes are always calculated at a flat rate designated by federal authorities.
Note: Taxes have a higher priority to ensure that they take precedent over other deductions.
	Tax 
	Amount

	Federal FICA  (OASDI)
	$154.79

	Federal Medicare
	$ 36.20

	Federal Withholding Tax
	$300.86

	MN State Withholding Tax
	$ 108.69

	TOTAL Taxes
	$600.54


8. 
SEMA4 withholds before-tax deductions, taxes, and after-tax deductions from gross pay.
After the system completes all calculations, it withholds all of the deductions and taxes from an employee's gross pay in sequential order, using deduction priority numbers and classification. 
SEMA4 withholds all of Mark's precalculated deductions and taxes from his $2598.23 gross pay.  (Note the priority order.)
	Type
	Classification 
	Priority
	Amount

	Federal tax
	NA
	N/A
	$300.86

	State tax
	NA
	N/A
	$108.69

	Fed FICA (OASDI)
	NA
	N/A
	$154.79

	Fed Medicare
	N/A
	N/A
	$36.20

	MSRS Retirement
	Before-Tax
	250
	$103.93

	Medical
	Before-Tax
	300
	$46.60

	Dental
	Before-Tax
	305
	$12.36

	Union dues
	After-Tax
	435
	$12.00

	Optional Family Life Insurance
	After-Tax
	620
	$1.84

	Medical/Dental Exp Acct
	Before-Tax
	657
	$25.00

	Parking
	Before-Tax 
	700
	$18.44

	Deferred Comp 457
	Before-Tax
	800
	$600.00

	Total withholdings:
	$1420.71
	Empty cell
	Empty cell


Note:  At this point, the system takes deductions that have both a before-tax and after-tax classification in the following order: before-tax deduction, then after-tax deduction.
9. The final step is to calculate Mark’s net pay.
	Net Pay

	Total Earnings
	Empty cell
	$2598.23

	Subtract
	Total Withholdings
	- 1420.71

	Net Pay
	Empty cell
	$1177.52


This example of calculating Mark’s pay included all the basic steps that SEMA4 uses in pay calculation.  However, there are factors that can cause the pay calculation to incorporate additional logic for special circumstances. The following situations can impact pay calculation:
· At times, there might be insufficient net pay to cover all withholdings during pay calculation. If the system encounters such a deficiency, it identifies the first deduction that it cannot completely withhold and recalculates new tax values to compensate for the lack of net pay.
· No partial deductions are ever taken.  If SEMA4 cannot take the full deduction amount, it will not take the deduction at all.
· Refunds of deductions taken in prior pay periods are always added to the check before the deduction calculation process begins.  This assures that the refund money is available to be taken as part of a current deduction if necessary.
Continue to the next topic, Using the Net Pay Calculator Tool.
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[bookmark: _Toc359401815]Section 9 - Using the Net Pay Calculator Tool
[image: Read Through graphic]In the previous topic, Understanding the Pay Calculation Process, you learned how SEMA4 uses earnings, deduction and tax data to determine net pay.  You learned that there are many variables that can impact the amount of net pay that an employee receives biweekly.
There is a tool available on the Minnesota Management & Budget website that can assist employees with “what if” planning to determine the effects payroll changes have on their “take-home pay.”  Pay raises, deferred compensation changes, receiving special payments and changing tax withholding allowances are all things that can influence net pay on employees’ paychecks.  The Net Pay Calculator can help payroll staff when employees have questions about how specific changes might affect their personal circumstances.
The Net Pay Calculator is available at http://mn.gov/mmb/accounting/payroll/calculators/. It is an Excel spreadsheet designed to allow individuals to enter specifics for earnings, deductions and tax withholding status and have the program calculate net pay based on those factors.  Keep in mind that it is crucial to enter correct information into the spreadsheet in order to receive an accurate calculation.  As a best practice, it is suggested that the first step in using the Net Pay Calculator is to enter actual amounts from a current check.  Verify that taxes, retirement and net pay calculated are equal to the current check amounts (or within one or two cents).  When all the amounts match, proceed with changing information to view the impact that different scenarios will have on net pay (i.e., claiming a different number of tax allowances or increasing the amount of deferred compensation).
There is a PowerPoint presentation available to assist users in determining what information is entered in which fields on the Net Pay Calculator.  This presentation is also available on the Minnesota Management & Budget website at http://mn.gov/mmb/accounting/payroll/calculators/. When using the Net Pay Calculator, it is recommended that users also have the PowerPoint open so that they can access the definitions and directions when necessary.
Before attempting to use the Net Pay Calculator, a user must have at least one of the following documents available so that all the necessary information can be entered to receive an accurate calculation:
· A current paystub printed from Self Service
· Screen prints from the Review Paycheck component in SEMA4 for a current pay period (Payroll > Pay Distribution > Review Paycheck - All)
· A screen print from the Paystub page in SEMA4 for a current pay period (Payroll > Pay Distribution > Paystub)


[image: ]USING THE NET PAY CALCULATOR
An employee, John Smith, has asked you what the impact would be on his take home pay if he changes the amount he has deducted for deferred compensation.  Use the following step-by-step instructions along with the Net Pay Calculator and the PowerPoint explanation on the Minnesota Management & Budget website to help John find the answers to his questions.
	Action
	Result

	1. Access the Net Pay Calculator [image: ] that was attached to the email you received as a registration confirmation for this course. (This special version of the calculator includes payroll and tax information that coincide with the year of the paystubs used in these course examples.)
A message may display asking if you want to Open or Save the file. Click Open. A message may display indicating that the document you are opening contains macros.  Since you are certain that this document is from a trusted source, click Enable Content.
The Net Pay Calculator contains automated functions (macros) that are safe. If you are unable to use the calculator, the problem may be with the macro security in your Excel application. Contact your technical staff for assistance.
	The Net Pay Calculator opens

	2. The Net Pay Calculator is an Excel spreadsheet.  Each labeled field, or cell, will either accept information you input, or display a calculation based on the information in other fields.
· In the yellow fields you may input values.
· In the white and red fields, the program will calculate or fill in values based on your input.
The values used for input will be from paystub information provided by an employee, or information from the Review Paycheck – All component pages accessed by agency HR/payroll staff.
	Empty cell

	3. Open a browser session for accessing the Payroll page on the Minnesota Management & Budget website at 
http://mn.gov/mmb/accounting/payroll/ 
	The MMB Payroll page displays

	4. On the Payroll landing page, select Calculators, then Net Pay Calculator PowerPoint Presentation. (Note for employees with PowerPoint 2007 or higher: After opening the presentation, you need to click the Slide Show tab and then ‘Start Slide Show From Beginning’ in order for the presentation to display properly.) A message may display asking if you want to Open or Save the file. Click Open. A message may display warning you about macros in the document.  Since you know the macros are safe, click the Enable Macros [image: ]  button (or select the ‘Enable this content’ radio button and click the OK [image: ] button.)
	The PowerPoint opens to the Net Pay Calculator PowerPoint  Presentation

	5. 
In the PowerPoint presentation, read through the first six pages of introductory text.  Click the Next  button in the lower right hand corner of the screen to move through the pages.
	Empty cell

	6. Click to page 7 of the PowerPoint presentation.
	An image of the Net Pay Calculator displays

	7. This special image of the Net Pay Calculator has links in each labeled field.  To see an explanation for a field, click on the field name.
	A field explanation displays

	8. 
Click the Form  button to return to the Net Pay Calculator image.
	The Net Pay Calculator image displays

	9. Repeat steps 7 and 8 for each field that you would like to have explained.
	Empty cell

	10. Now that you have read through the instructions and also have the actual Net Pay Calculator open, you can begin inputting information in the calculator.
Remember, the first step is to input ACTUAL amounts from a current check to verify that the calculator amounts agree with the current check calculation.
	Empty cell

	11. You can minimize the PowerPoint presentation if you like.  Go back to the window that has the Net Pay Calculator displayed. 
	The Net Pay Calculator displays

	12. Use the information from John Smith’s paystub for pay period ending 6/2/2015 that is printed for you below.  Enter all the necessary paystub information into the appropriate fields of the calculator.





	Empty cell

	13. If you are not certain what value belongs in a field, you can go back to the window where the PowerPoint presentation remains open and click on the field to get instructions and/or definitions for what belongs in a particular field.
For example, click on the first yellow box labeled Biweekly Gross.  Read the definition and go to the paystub to find the information.

To go back to the PowerPoint image where you can access definitions for other fields, click the Form  button. 
	$2734.40 is the dollar amount that belongs in the Biweekly Gross field for John Richard Smith in PPE 06/02/2015

	14. Continue through each field of the calculator, entering the appropriate amounts in the proper fields.  When you have finished entering values in all the fields, the Net Pay field on the bottom line of the calculator should display the same amount as the net pay amount indicated on the paystub. Sometimes there may be a difference of a couple pennies because of rounding differences.
	Empty cell

	15. When you have completed entering values in the calculator, the result should look like the picture below.
	Empty cell

	

	Empty cell

	16. The calculated Net Pay is the same amount shown on the paystub, $1572.25.
	Empty cell

	17. You have verified that the amounts in the Net Pay Calculator fields are entered in the appropriate places to reflect the current calculation of John’s take home pay.  Now you can begin to determine the effect that changes he is considering will have on his paycheck.
	Empty cell

	18. John is inquiring about making a change to his bi-weekly deductions.  Update the Net Pay Calculator entries to reflect this change:
· Change the amount that John has deducted for deferred compensation from $200.00 to zero.
	With this change, John’s take home pay is now calculated as $1708.15.

	19. Note that John’s net pay only increases by about $135.90 from his current calculation – even though he has reduced his deductions by almost $200.00.  This is because the deferred compensation deduction that John is discontinuing is a before-tax deduction.  As a result, while his deductions decrease – both his state and federal taxes increase.	
	Empty cell

	20. Secondly, how would John’s net pay be changed if he began taking the bus to work, in addition to discontinuing his deferred compensation contribution? 
Hint: Taking the bus would mean John could discontinue his parking deduction. You will need to remove the parking deduction amount from the total in the Depend-MedExp/Park/Bus/Van/HCSP/HSA amount field. 
	With this additional change, John’s take home pay is now calculated as $1718.50.
Because parking is another before-tax deduction, although the total deductions decrease – John’s state and federal taxes increase slightly. John won’t see the full $17.16 amount of his discontinued parking deduction added to his net pay.

	21. You have completed using the Net Pay Calculator.  Exit both the Net Pay Calculator window and the Net Pay Calculator PowerPoint window.
	If a message displays asking if you want to save your changes, click NO.


Continue with the exercise on the following page.

[image: ]Using the Net Pay Calculator 
Exercise
During this exercise you will practice using the Net Pay Calculator to determine how certain payroll changes will affect an employee’s “take-home pay.”  Sally Rogers has questions about how an achievement award would impact her net pay during the pay period it is received.  She is also considering making other payroll changes.  Use the information provided below and the previous walk-through to complete this exercise.
	Action
	Result

	1. 
Access the Net Pay Calculator   that was attached to the email you received as a registration confirmation for this course. (This special version of the calculator includes payroll and tax information that coincide with the year of the paystubs used in these course examples.)
A message may display asking if you want to Open or Save the file. Click Open. A message may display indicating that the document you are opening contains macros.  Since you are certain that this document is from a trusted source, click Enable Content.	
	The Net Pay Calculator opens

	2. Open a browser session for accessing the Net Pay Calculator PowerPoint that is on the Minnesota Management & Budget website at http://mn.gov/mmb/accounting/payroll/calculators/  .
	The Payroll Calculators page displays

	3. On the Payroll Calculators landing page, select Net Pay Calculator PowerPoint Presentation.  This will allow you to access the field explanations available from the links on page 7.
(Note for employees with PowerPoint 2007 or higher: After opening the presentation, you need to click the Slide Show tab and then ‘Start Slide Show From Beginning’ in order for the presentation to display properly.) If you keep both windows open, with the PowerPoint presentation minimized, you can access the field explanations when you need them.
	The Net Pay Calculator PowerPoint Presentation opens

	4. Use the Net Pay Calculator and information from Sally’s paystub for PPE 06/30/2015 (printed for you on the next page) to assist in answering Sally’s questions about her paycheck.  Remember that the best practice is to enter amounts from a current check to verify that the amounts in the Net Pay Calculator fields are entered in the appropriate places to reflect the current calculation of pay.  Then you can begin to determine the effect that changes will have. 
NOTE: Sally has additional amounts taken from each paycheck for both state and federal taxes. You’ll need to make the appropriate entries in the calculator to reflect those amounts.
	Empty cell

	

 
	Empty cell


When you have completed entering the above paystub earnings and deduction information into the Net Pay Calculator, the resulting calculation page should look like the picture on the next page. 


[image: ]

Note:  Due to possible rounding differences between actual system calculations and the net pay calculator, the amounts calculated may differ by one or more cents.

	Action
	Result

	5. Now that you have verified that the amounts in the Net Pay Calculator fields are entered in the appropriate places to reflect the current calculation of Sally’s take-home pay ($1449.08), you can begin to determine the effect that changes to her deductions or withholding will have on her paycheck.
Answer the questions on the next page by making changes on the information input into the Net Pay Calculator.	
	Empty cell





[image: ]
Review Questions
1. What would Sally’s net pay be if her earnings remain the same, but she changes from 0 to 4 allowances for both federal and state withholding?

2. Assuming Sally keeps all her deductions and withholding as they appear on the current paystub, but she receives a $500 achievement award: 
· What is the amount of Sally’s federal withholding tax?
· What is Sally’s net pay?
Remember: Achievement Awards are earnings that are Supplemental Earnings.
3. What if Sally increases her deferred compensation deduction to $1500 in the pay period that she receives the $500 achievement award?
· What is the amount of Sally’s federal withholding tax?
· What is Sally’s net pay?

4. Assuming Sally keeps all her deductions and withholding as they appear on the current paystub, but she changes her charitable deductions for the United Way of Washington County and Open Your Heart to the Hungry and Homeless, increasing each donation deduction to $100: 
· What is Sally’s net pay?

Check your answers on the next page.


[image: ]Review Answers
Check your answers.
According to the Net Pay Calculator’s figures: 
1. What would Sally’s net pay be if her earnings remain the same, but she changes from 0 to 4 allowances for both federal and state withholding?
Answer: 	 $1581.68
2. Assuming Sally keeps all her deductions and withholding as they appear on the current paystub, but she receives a $500 achievement award: 
· What is the amount of Sally’s federal withholding tax?
· What is Sally’s net pay?
Remember: Achievement Awards are earnings that are Supplemental Earnings.
Answer:	Biweekly Federal Tax = $373.97
Net Pay = $1749.61
3. What if Sally increases her deferred compensation deduction to $1500 in the pay period that she receives the $500 achievement award?
· What is the amount of Sally’s federal withholding tax?
· What is Sally’s net pay?
Answer:	Biweekly Federal Tax = $292.90
Net Pay = $1365.45

4. Assuming Sally keeps all her deductions and withholding as they appear on the current paystub, but she changes her charitable deductions for the United Way of Washington County and Open Your Heart to the Hungry and Homeless, increasing each donation deduction to $100: 
· What is Sally’s net pay?
Answer: 	Net Pay = $1255.08
Topic Summary
In this topic you learned how to use the Net Pay Calculator tool to assist employees with “what if” scenarios for determining the effects of different payroll changes on “take home pay.”
Continue to the next topic, Viewing W-2 Information in SEMA4
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[bookmark: _Toc359401816]Section 10 - Viewing W-2 Information in SEMA4
In the first topic, Updating Employee Tax Information, you learned how to use SEMA4 to update and view employee tax information.  This information is used to calculate the amount of taxes withheld for each paycheck.  At the end of the year, total wages earned and taxes withheld are reported on an employee’s W-2 Wage and Tax statement.
W-2 Wage and Tax Statements for recent years (2001 through the current year) are available to employees on the Self Service Web site if they consented to receive the information in electronic form.  For most employees, this means that they can view the most current information and reprint the W-2 form if necessary, without making a request through their agency payroll office.  However, sometimes an employee will need a duplicate of a W-2 form that they do not have access to on the Self Service Web site.  Agencies are responsible for processing these requests. 
[image: ]Using Help To View Information On Providing Employees With W-2 Information
Sometimes an employee will submit a request for a duplicate W-2 form.  If the employee has consented to receive an electronic W-2 form, they are able to print another W-2 form from the Self Service Web site for years 2001 to current. Otherwise, agencies are responsible for processing these requests.  Employees may request the duplicate W-2 in writing or by email.  Agency staff will then choose one of the following:
· Years 2001 to current – run on-demand report FIHU2419, W-2 Reprint > = 2001 or, print the W-2 form from the W-2 Forms page in SEMA4
· Years 1995 through 2000 – run on-demand report FIHU2400, W-2 Reprint 1995 - 2000
· Prior to 1995 – forward the request to Statewide Payroll Services.
Agencies should always verify the employee’s address and update it in SEMA4 when necessary before mailing the duplicate W-2.
An employee submitted a request for a copy of his 1999 W-2 form.  You need to refresh your memory on the policy and process for providing employees with duplicate W-2s.
	Action
	Result

	1. 
On the Database Selection page, select the SEMA4 Help   button.
	SEMA4 Help Contents displays

	2. Select Operating Policies and Procedures.
	Operating Policies and Procedures displays

	3. Under Payroll Policies and Procedures, select Listed Numerically
	Payroll Policies and Procedures - Numerical List displays

	4. Scroll down and select PAY0040 – Requesting Duplicates and Corrections of W-2 Forms.
	Requesting Duplicates and Corrections of W-2 Forms Operating Policy and Procedure displays

	5. Select Policy.
	Requesting Duplicates and Corrections of W-2 Forms Policy displays

	6. Read the information that displays and answer the questions that follow.
	Empty cell


[image: ]Review Questions
Answer the following review questions:
1. If an employee requires a duplicate W-2 Form, where should the employee obtain it whenever possible?
______________________________________________________________________
2. Agency payroll staff can print W-2 forms for which years?
______________________________________________________________________
3. Who is responsible for making sure the employee’s address is correct in SEMA4?
______________________________________________________________________
[image: ]Review Answers
Check your answers.
1. If an employee requires a duplicate W-2 Form, where should the employee obtain it whenever possible?
Answer:  Self Service web site.
2. Agency payroll staff can print W-2 forms for which years?
Answer:  1995 to current.
3. Who is responsible for making sure the employee’s address is correct in SEMA4?
Answer:  Employee and agency.


[image: ]Using Help To View Information On Employees’ Access To Their W-2 Online
An employee in your agency cannot recall whether or not he gave his consent to view and print his Form W-2 in Self Service.  You remember that there is a SEMA4 page that displays this information, but need to refresh your memory on the correct menu path for finding the page.
	Action	
	Result

	1. In SEMA4 Help, select the Index tab.
	A searchable index displays in the navigation pane

	2. In the search box, enter W-2.
	Empty cell

	3. Select W-2 - Reference.
	W-2 - Reference displays

	4. Scroll down to the View W-2 Form Information table.  In the Notes column, locate the notation on “Status of employee consent…”.	
	Empty cell

	5. Click the Changing Access to W-2 Online? link in the center column.
	Changing Access to W-2 Online? - Page Overview displays

	6. 

Read the page overview.  Then access the field definitions and step-by-step instructions by clicking the Fields   and Steps  buttons. Use the information to answer the questions that follow.
	Empty cell


[image: ]Review Questions
Answer the following review questions:
1. What is the page name and menu path for the SEMA4 page where you can see the status of an employee’s consent to accessing a W-2 in Self Service?
______________________________________________________________________
2. How many status values are there on the Changing Access to W-2 Online? page?
______________________________________________________________________
3. Who can change an employee’s consent from “Yes” to “No”?
______________________________________________________________________
4. What if an employee has not responded to the request for consent?______________________________________________________________________


[image: ]Review Answers
Check your answers.
1. What is the page name and menu path for the SEMA4 page where can you see the status of an employee’s consent to accessing a W-2 in Self Service?
Answer:  The Changing Access to W-2 Online? page is accessed via Set Up HCM > 
Payroll Setup > Other > W-2 Access Change.
2. How many status values are there on the Changing Access to W-2 Online? page?
Answer:  Three
1) YES, View W-2 Online
2) NO Access to W-2 Online
3) Withdrawal of Consent
3. Who can change an employee’s consent from “Yes” to “No”?
Answer:  Only Statewide Payroll Services can change an employee’s consent from YES to NO after receiving an appropriate written request.
4. What if an employee has not responded to the request for consent?
Answer:  The NO Access to W-2 Online radio button is selected on the page if an employee has not responded to the request for consent that displays in Employee Self Service.
[image: Read Through graphic]Duplicate W-2s
When processing a request for a duplicate W-2, agency payroll staff has the following options, depending on the year requested:
· 2001 to current
· SEMA4: print the W-2 form from the W-2 Forms page in SEMA4
· On-Demand Report: run FIHU2419, W-2 Reprint > = 2001
· 1995 – 2000
· On-Demand Report: run FIHU2400, W-2 Reprint 1995 – 2000
· Prior to 1995
· Forward the request to Statewide Payroll Services.
Note: A report can be run to produce W-2s for employees who are unable to access the State of Minnesota Self Service Web site.  Multiple W-2s can be requested and printed at one time for any one year.

Answering other questions and concerns about employee W-2 information
There are several SEMA4 pages that agency payroll staff can access to assist in responding to employee questions about W-2s.  These pages may be useful:
W-2 Form
Agencies may print this page to provide a W-2 form for those employees who have consented to receive an electronic W-2 form but are unable to print it from the Self Service web site for calendar year 2001 to current.
Year End Data
This page is used by agencies to provide employees with W-2 form information for calendar 2001 to current.  The information displayed includes W-2 form box numbers, box descriptions and amounts as well as other information from the employee’s W-2 form.
W-2 Information Summary
This page is used by agencies to provide employees with W-2 form information for calendar years 1995 through 2000.  The information displayed includes W-2 form box numbers, box descriptions and amounts as well as other information from the employee’s W-2 form.  
Changing Access to W-2 Online?
This page is used to view whether an employee has given his/her consent to access, view and print Form W-2 on the State of Minnesota Self Service web site.
Topic Summary
In this topic you learned about processing duplicate W-2 requests and accessing W-2 information in SEMA4.
Continue to the next topic, Conclusion.
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Summary
In this guide, you learned how to update and view employee tax withholding information, view and interpret tax-related information in the Earnings and Deduction Table components, and view employee paycheck and W-2 information.  You also learned about the SEMA4 pay calculation process, the Net Pay Calculator tool and related reports and how to find information about them.
Objectives
This guide included the following topics:
· Updating Tax Withholding Information
You learned to update employee tax withholding information and view a related report.
· Viewing Tax Information
You learned to view tax balance and paycheck tax information.
· Viewing Earnings and Deduction Table Information
You learned to view tax-related information for earning and deduction codes. 
· Viewing Paycheck Data Information
You learned to view tax-related information on the paycheck.
· Understanding the Pay Calculation Process
You learned how the pay calculation process functions.
· Using the Net Pay Calculator Tool
You learned to use the net pay calculator tool.
· Viewing W-2 Information in SEMA4
You learned to view and access W-2 information and obtain duplicate W-2s.
Evaluation Form
Please complete the Evaluation form on the next page and return it to Statewide Payroll Services.  Thank you for participating!
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[bookmark: _Toc359401818]Evaluation
Taxes In Sema4
Your Name (Optional) ______________________________________	Date___________________
Agency _____________________________________________________________________________
Check the box, which best describes what you learned.
	Concepts
	I Fully Understand
	I Am Slightly Confused
	I Do Not Understand
	Was Not Addressed

	Default Tax Record
	blank
	blank
	blank
	blank

	Limit on tax allowances
	blank
	blank
	blank
	blank

	Supplemental tax rate
	blank
	blank
	blank
	blank

	State Reciprocity and Form MWR
	blank
	blank
	blank
	blank

	Deduction priority
	blank
	blank
	blank
	blank

	Deduction Classification
	blank
	blank
	blank
	blank

	Net pay
	blank
	blank
	blank
	blank

	Taxable gross income
	blank
	blank
	blank
	blank

	Processes
	I Fully Understand
	I Am Slightly Confused
	I Do Not Understand
	Was Not Addressed

	Updating employee tax information
	[bookmark: _GoBack]blank
	blank
	blank
	blank

	Viewing deduction code information
	blank
	blank
	blank
	blank

	Viewing W-2 information
	blank
	blank
	blank
	blank

	Using the Net Pay Calculator tool
	blank
	blank
	blank
	blank

	Viewing Paycheck Data information
	blank
	blank
	blank
	blank


In what three ways will you apply what you have learned in this guide?
1. 
2. 
3. 
Comments?

Thank you!  Please mail this evaluation to the address on the front page, or fax it to 651/296-8325.
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John Richard Smith

State of Minnesota

Dey nt ‘ay Period End Date Paycheck Issue Date
H551234 06/1212015

Federal W4 Information State W4 Information

Status Allowances ~ Addl Percent ~ Addl Amount |  State Resident ~ Status Allowances ~ Addl Percent _Addl Amount

gle 1 MN Y Single 1
Gross to Net Information
Total Gross  Federal Gross FICA Gross are Gross  Total Taxes i Net Pay
Current 273440 232301 267340 267340 69321 46894 157225
YT 32578.80 2766297 31.854.80 31.854.80 820773 557898 18.772.09
Taxable Business Expenses / Relocation; # = Non-Paid)
Description Prior Period Prior Period Hours Rate Amount YTD Amount
Beain Date End Date

Holiday Pay 800  34.180000 27344 1,32784

Reqular Pay 6900 34180000 235842 2758142
Sick Leave 300 34.180000 10254 10254
Achievement Award 000 75000
Vacation Leave 000 2817.00
Total: 80.00 2,734.40 32,578.80
Taxe:

Description Resi Taxable Gross Amount YTD Amount
Fed OASDIEE 267340 16575 1.975.00
Fed MED/EE 267340 3876 46189
Fed Withholdng 232301 358.40 424744
MN Withholdng Y 23301 13030 154340
Total: 69321 822773
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Before Tax Deductions. ‘After-Tax Deductions. Employer Paid Benefits (* = Taxable)
iptic Amount  YTDAmt | Description Amount  YTD Amt | Descri Amount  YTD Amt
Medical Insurance 1313 14443 | Long Term Disabilty 714 7854 | Fed OASDIER 16575 197500
Dental Insurance 250 2750 | ShortTerm Fed Med/ER 3876 46189
MSRS - Deferred Disabilty a3 4543 | Medical Insurance 21954 274494
Compensation 20000 240000 | Open Your Heart Dental Insurance 1269 13959
MedicallDental Fingry/Homeless 200 2400 | Administrative Fee 401 411
Expense Account 625 68.75 | Long Term Care Basic Life 487 5357
MSRS Gnrl Program 1790 21480 | Basiclite" 538 4838
Employee Rimt Minn Assn Prof Medical/Dental Expense
Plan 15039 179183 | Employees 2100 25200 | Account 330 3630
Hith Care Svng MSRS Gnrl Employee
Plan - EE 2734 32578 Rmt Plan 15039 179183
Lot 1 Parking 17.16 20592
Total: 41677 496421 | Tot 5217 61477 | Total: 63469 7,20561
Net Pay Distribution
Payment Type Paycheck Number Account Type inancial Institution Amount
Direct Deposit Checking 296076301 157225
Total: 157225
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[Taxable Insurance

5338

Retirement-Supp Ded-Employee

[Taxable Mileage & Meals

50.00

Retirement Refunds

NETPAY CALCULATOR effective 01/01/2015 to present

Biweekly Gross 5273440 | (1=MED 2
Converted Leave Gross 5000 [Retirement % Employee 5.500%
Supplemental Gross 5000 [Supplemental Retire % Employee 0.00%
Deferred Compensation 520000 [Retirement Gross 5273440
Deferred Comp Employer Match 5000 [Retirement Gross Adj._Regular 5000
Converted Leave Deduction 5000 [Retirement Gross Adj. Supp 5000
Before Tax Insurance 515,63 | Supplemental Retire Gross 50.00
Depend-MedExp/Park/Bus/Van/HCSP/HSA 55075 |Retirement Ded-Employee

Personal Use Car - Dollars

50.00

Retirement BB-Employee

Federal Allowances 1 |FICA Gross $2,673.40
State Allowances 1 |FICA Gross Adjustment 50.00
Tax Marital Status 1=8.2=M 1 [Fica Gross YTD. $0.00
|Additional Federal Tax 50,00 [FICA Tax Employee $165.75
|Additional State Tax 50,00 | Medicare Gross $2,673.40
Biweekly Federal Tax ¥ Vedicare Gross Adjust 5000

Biweekly State Tax

$130.30

Medicare Gross YTD

FWT Taxable Gross

$2323.01

Medicare Tax Employee

SWT Taxable Gross (MN)

$2323.01

[Additional Medicare Tax

$0.00

Total Biweekly Taxes (Federal, State, FICA and Medicare) 560321
Total Before Tax Deductions (DefComp Insur Depend-MedExp/Park/Bus/Van/HCSP/HSA) 541677
Total After-Tax Deductions 55217
Net Pay $15
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Sally Jean Rogers

State of Minnesota

Dey nt Pay Period End Date Paycheck Issue Date
G100014 071012015
Federal W4 Information State W4 Information
Status Allowances ~ Addl Percent  Addl Amount |  State Resident ~ Status Allowances ~ Addl Percent _Addl Amount
Married 0 3000 | MN Y Maried 0 2000
Gross to Net Information
Total Gross  Federal Gross FICAGross  Medicare Gross  TotalTaxes  Total Deductions Net Pay
Current 362321 217398 337326 337326 655.05 1519.10 1,449.06
YT 5072483 3311954 47.709.46 4770946 979931 1852960 2239592
Taxable Business Expenses / Relocation; # = Non-Paid)
ior Period Prior Period Hours Rate Amount YTD Amount
Beain Date End Date
Reqular Pay 7050 45290000 319295 39.65141
Sick Leave 150 45290000 6794 217393
Vacation Leave 800 45290000 36232 645383
Floating Holiday 000 40761
Holiday Pay 000 203805
Total: 80.00 362321 50,724.83
Taxe:
Description Resident Taxable Gross Amount YTD Amount
Fed OASDIEE 337326 20915 295799
Fed MED/EE 337326 4892 69179
Fed Withholdng 217398 27100 4,19659
MN Withholdng Y 217398 12598 195294
Total: 655.05 9,799.31
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Before Tax Deductions. ‘After-Tax Deductions. Employer Paid Benefits (* = Taxable)

iptic Amount  YIDAmt | Description Amount  YTD Amt | Descri Amount  YTD Amt
Medical Insurance 8959 116467 | Employee Additional Fed OASDIER 20915 295799
Dental Insurance 1750 22750 | e 2025 26325 | FedMedER 4892 69179
MSRS - Deferred Long Term Disabilty 1700 22100 | Medical Insurance 68285 887705
Compensation 100000 1150000 | Short Term Dental Insurance 2746 356.98
MedicallDental Disabilty 177 2301 | Administrative Fee 401 52.13
Expense Account 9167 119169 | Open Your Heart Basic Life 487 6331
MSRS Gnrl Fingry/Homeless 300 4200 | Basiclife’ 1485 19305
Employee Rimt United Way Of Medical/Dental Expense
Plan 19928 2789.92 | Washington Co. E 300 4200 | Account 330 4290
Hith Care Swng Middle Management VSRS Gnrl Employes
Plan - EE 3623 50722 | pssn 1000 14000 | RmtPlan 19928 278992
Ramp Te Parking 2981 41734 MSRS - Deferred

Compensation 000 30000

Total: 146408 1779834 | Total: 5502 73126 | Total: 119469 1632512
Net Pay Distribution
Payment Type Paycheck Number Account Type Einancial Institution Amount
Direct Deposit Savings 296076301 20000
Direct Deposit Savings 296076301 40000
Direct Deposit Checking 296076301 84906
Total: 1,449.06
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NETPAY CALCULATOR effective 01/01/2015 to present

Biweekly Gross 5562521 | (1=MED 2=FICA 3=NONE) 2
Converted Leave Gross 5000 [Retirement % Employee 5004
Supplemental Gross 5000 [Supplemental Retire % Employee 00004
Deferred Compensation 5100000 [Retirement Gross §3,62321
Deferred Comp Employer Match 5000 [Retirement Gross Adj. Regular 5000
Converted Leave Deduction 5000 [Retirement Gross Adj. Supp 5000
Before Tax Insurance 510709 [Supplemental Retire Gross 50.00
Depend-MedExp/Park/Bus/Van/HCSP/HSA 515771 [Retirement Ded-Employee $19928
Taxable Insurance 514,85 |Retirement-Supp Ded-Employee $0.00
Taxable Mileage & Meals 5000 [Retirement Refunds 5000
Personal Use Car - Dollars 50,00 [Retirement-BB-Employee 5000
Federal Allowances 0 |FiCA Gross §337326
State Allowances 0 |FICA Gross Adjustment 5000
Tax Marital Status 1=5.2=M 2 [Fica Gross YTD. 5000
Additional Federal Tax 53000 |FICA Tax Employee

Additional State Tax 52000 [ Medicare Gross $337326

Biweekly Federal Tax

$271.00

Medicare Gross Adjust

Biweekly State Tax

$12598

Medicare Gross YTD

FWT Taxable Gross

$2,173.98

Medicare Tax Employee

SWT Taxable Gross (MN)

Total Biweekly Taxes (Federal, State, FICA and Medicare)

$2,173.98

[Additional Medicare Tax

Total Before Tax Deductions (DefComp.Insur. Depend-MedExp/Park/Bus/Van/HCSP/HSA)

$1.464.08

Total After-Tax Deductions

02
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[ Federal Tax Data || State Tax Data || MWR Forms

12Hill Thomas Person 1D 00845212
IEED0) Find [ View Al First & 102 © Last
Company SN State of Minnesota =
“Eftective Date 071072075 )
Updated By Onine Use Date Last Updated 0710712015

Federal Withholding Elements

“Special Withholding Tax Status[Nore V]

“Tax Marital Status[Maried V] jarieq
[ check here and select Single status if married but withholding at single rate.
Withholding Allowances B
Additional Amount| 5000
‘Additional Percentage 0000
*Source Documents

7 Lock-In Letter Details (2

Letter Received Limit On Allowances
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[ Eederal Tax Data | State Tax Data || MWR Foms

Person ID 00845212

12Hill, Thomas
TaxData (2) Find | View Al First ¥ 1012 Last
Company SVN  State of Minnesota Effective Date 0710772015 =
State Information Find | View All First 4 101} Last
“state [MN (@, Minnesota

Resident
[ZINon-Residency Statement Filed

State Withholding Elements (2)

e N - —
*Tax Marital Status M @, [Married i)

Withhoiding Allowances| &

Additional Amount
Additional Percentage

Additional Allowances| ]

7 LockIn Letter Details (2)

[ Letter Received Limit On Allowances 0
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Exempt Reason

I meet the requirements and claim exempt from both federal and Minnesota income tax withholding.

Even though I id not claim exempt from federal withholding, | claim exempt from Minnesota withholding
because | had no Minnesota income tax liabilty Iast year, | received a fefund of all Minnesota income tax
‘withheld, AND | expect to have no Minnesota income tax abilty this year.

My spouse is a miltary service member assigned to a miltary location in Minnesota, my

domicie (legal residence) is in another state, AND | am in Minnesota solely to be with my

‘spouse. My state of domicie is




image16.gif




image17.gif





image18.png





image19.png
[ Federal Tax Data || State Tax Data || MWR Forms

44Vance,Victoria Person D 00845344
TaxData (2) Find | View Al First ' 1072 %/ Last
Company SVN ‘State of Minnesota =
“Effective Date[08/2412015 |5
Updated By Oniine Usr Date Last Updated 08242015

Federal Withholding Elements

*Special Withholding Tax Status|

“Tax Marital Status Married
[check here and select Single status if married but withholding at single rate.
Withholding Allowances B
‘Additional Amount! 5225
‘Additional Percentage 0,000
*Source Documents

P Lock-In Letter Details ()
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[ Federal Tax Data || State Tax Data || MWR Forms.

4aVance Victoria Person D 00345344
TaxData (2) Find | ViewAl  First ¥ 1012 Last
Company SV State of Minnesota Effective Date 092472015 =
State Information Find | View All First 4 10f 1% Last
sste MU yonesota =

DResident

Non-Residency Statement Filed
State Withholding Elements (2)

“special Withholding Tax status[Nore V]

“Tax Marital Status|S @, [Single; Married but legally separated; or Spouse is a ]
nonresident alien

Withholding Allowances El
Additional Amount| 50.00]
Additional Percentage 5.500

Additional Allowances| ]

P Lock-In Letter Details
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[ Federal Tax Data || State Tax Data || MWR Fomms

13Jones, Joy Person ID 00845413
TaxData (2) -
Company SVN State of Minnesota
“Effective Date 171082015 |5
Updated By Online Usr Date Last Updated 07/08/2015

Federal Withholding Elements (2)

*Special Withholding Tox Status|
“TaxMarital Status[Sgle V] gpge

First@ 1012 % Last

=

[ Check here and select Single status if married but withholding at single rate.

‘Withholding Allowances E]
‘Additional Amount| 5000
‘Additional Percentage 0000

*Source Documents

P Lock-In Letter Details
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[ Eederal Tax Data || State Tax Data || MWR Forms

13Jones,Joy
TaxData (2)
Company SVN  Siate of Minnesota
State Information
“state NN Q Minnesota
[“IResident

Non-Residency Statement Filed

State Withholding Elements (2)

Person ID 00845413

Effective Date 07/08/2015

“special Withnolding Tax status[Nore V]

“Tax Marital Status M
Withholding Allowances 2
Additional Amount| 50.00]
Additional Percentage 0.000

Additional Allowances| ]

P Lock-In Letter Details (2)

a

First @ 1022 Last

=

Find | View Al

First @ 101 ®) Last

=

Find | View Al

Married
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[ Federal Tax Data || State Tax Data || MWR Fomms

33Berman Hal Person ID 00845733
D () Find | View Al
Company SN Stte of Mimnesota
“Etective Date 07082015 |5
Updated By onine st Date Last Updated 0710812015

Federal Withholding Elements (2

“Special Withholding Tax Status[Nore V]

First @ 102 % Last

=

“Tax Marital Status Maried
[ check here and select Single status if married but withholding at single rate.
Withholding Atlowances 3
Additional Amount, 5000
‘Additional Percentage 5000

*Source Documents [W-4 for Federal MWR for MN___ V|

P Lock-In Letter Details (2)
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[ Federal Tax Data || State Tax Data | MWR Foms

33Berman,Hal
TaxData (2)
Company SMN  State of Minnesota

State Information

*state [MN 2, Minnesota
OlResidgent
INon-Residency Statement Filed
State Withholding Elements (2,

Person ID 00845733
Find | View Al
Effective Date 07/08/2015

Find | View All

*Special Withholding Tax Status [Maintain taxable gross v

First @ 1012 Last

=

First © 10128 Last
=

“Tax arital Status [

Withholding Allowances ]

‘Additional Amount| 5000
Additional Percentage| 0000

Additional Allowances| ]

P Lock-In Letter Details (2)

(Claiming exemption from withholding
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[ Federal Tax Data | State Tax Data || MWR Forms
33Berman,Hal
TaxData (2)

Company suN  sate of Mimesota

State Information

“state  [ND |@, North Dakota
Resident
Non-Residency Statement Fil
State Withholding Elements (2)

Person ID 00845733

Find | View Al

Effective Date 07/08/2015

Find | View All

“Special Wihholding Tax Status[Nore ]

“Tax Marital Status|S
Withholding Allowances 2
Additional Amount| 50.00]
Additional Percentage 0.000

Additional Allowances| ]

P Lock-In Letter Details (2)

a

First @ 1022 Last

=

First 4 2012 ® Last

=

Single





image33.png
[ Federal Tax Data || State Tax Data || MWR Forms |

For Michigan and North Dakota residents who work in Minnesota

338erman Hal 00845723
Company: SMN  State of Minnesota
Effective Date Find  First 1202 % Last
Effective Date:  07/08/2015 “This data was last updated by Online Ust  on 07/0812015.
2:04:32.000000PM
Permanent Address
123 Main
Anytown MN 55124
1 Employes has lived at the above residence since (mmiddlyyyy) 0710812015 )
2 Does employee returm to the above residence at least once a month?
Note: If employee is a resident of North Dakota or Michigan and answer NO, he(she) does not qualy for this
exempion.

@ves  Ono
'3 Was employee ever a resident of Minnesota? If yes, enter dates (mmddryyyy).

Oves wom v o mmE[S  Owo

4 Enter the wages employee eamed in Minnesota during the previous year. §
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General || Taxes || Calculation || Special Process || Pay Limit || MN Fields

Eamings Code REG  Regular Pay
Earnings Information

Effective Date 01/01/1900

Payback Deduction Code

Tax Method

U.S/Canadian  U.S Only ‘Canadian Only
Annualized © Supplemental Bonus
Cumulative () Special Supplemental ) Commission

® Specified on Paysheet Lump Sum

Eamings

¥IAdd to Gross Pay

iMaintain Eamings Balances
Subtract from this Draw
Elig. for Shift Differential
Hours Only ( Reduce from Regular Pay )
I sublect to Gamishments

Status Active

US Only

Find  Fist @ 1011 @ Last

 subjectto FWT ¥ Withhold FWT
¥ subjectto FICA ¥ Subject to Regular Rate

Subject to FUT

Taxable Gross Component ID

Income Code (for 1042-5)

Canadian Only
Subject to CIT
Subject to CPP
Subject E1 Eam

I subject True T4
Subject to T4A
 subject to Payroll Tax

Subject to QIT
Subject to QPP

 subject EI Hrs

¥ subject True RL
Subject to RL2

W subject QPIP Eam
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General || Taxes || Calculation || Special Process || Pay Limit || MN Fields

Eamings Code MLI  Mieage-Nontaxable-nstate

Eamings Information Find  First @ 1or1® Last
Effective Date 01/01/1900 Status Active
Payback Deduction Code
Tax Method US Only
U.S/Canadian U5 Only Canadian Only Subject to FWT. Withhold FWT
Annualized © Supplemental Bonus Subject (0 FICA ¥ Subject o Regular Rate
Cumulative © Special Supplemental ) Commission Subject to FUT
‘Taxable Gross Component ID
® Specified on Paysheet Lump Sum
Income Code (for 1042-5)
Eamings Canadian Only
Vi Add to Gross Pay Subject to CIT Subject to QIT
iMaintain Eamings Balances Subject to CPP. Subject to QPP
Subtract from this Draw Subject E1 Eam 4 Subject E1 Hrs
Elig. for Shift Differential  Subject True T4  Subject True RL
Hours Only ( Reduce from Regular Pay ) Sublect to T4A Subject to RL-2

Subject to Ganishments. V¥ subjectto Payroll Tax ¥ Subject QPIP Eam
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| Paycheck Eamings || Paycheck Taves || Paycheck Deductions |

EmplID 00847978 Name Elliot,William J
Company SMN Pay Group P25 Pay Period End 06052012 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Confimed Paycheck Option Advice Eamings 240240
Taxes 70858
Issue Date 06/15/2012 Paycheck Number 533336 Deductions oo
off Cycle Reprint Adjustment Corrected Cashed NetPay 135770
Corrected Date
¥ Eamings Find | View Al First & 1011
Begin Date 051232012 End Date 06/05/2012 Addl Line Nor Reason
Empl Record 0 Benefit Record 0 Original Paygroup P25 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 000 Hours 0.00
Rate 17.530000 Rate 0.000000 Rate 0000000
Eamings 0.00 Eamings 000 Eamings 0.00
Rate Code Rate Code
Rate Used Hourly Rate Shift Not Applicable shift Rate
state MN Locality
Other Eamings Personaiize | Find | View Al 20| First @ 15015 %) Last
Description Rate Used Hours Rate Amount Source  AddtoGross Pay TaxMethod  Rate Code
Achievement Award Hourly Rate 1,00000 Yes ‘Supplemental
Floating Holday Hourly Rate 800 14024 Yes
Reguiar Pay Hourly Rate 63,00 120057 Yes
Sick Leave Hourly Rate 100 1753 Yes

Vacation Leave Hourly Rate 200 3506 Yes
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