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Explanation of Employer Tax Update

The Employer Tax Update feature allows Primo Payday users to manage the unique employer taxes that are applicable to their state. This manual is intended for
individuals who understand how to navigate Primo Payday. Please refer to the ‘Payroll Code and Posting Setup’ manual for a walkthrough on how to access
payroll codes and create posting setups.

How to SETUP THE EMPLOYER TAX UPDATE

Step 1. Setup an EMPLOYER TAX PAYROLL CODE

« In ‘Full Payroll Menu’ select ‘Payroll Codes’ in ‘Setup’ column
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¢ The ‘Payroll Codes’ table will open.
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PAYROLL CODE LIST | WORK DATE: 10/10/2019
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A2 Search - New Manage bz Open in Excel

Type T Code ?

Earnings 15 1 BONUS
Earnings HOLIDAY
Earnings OTHER
Eamings OVERTIME
Eamings PERSONAL DAY
Earnings PIECE RATE 2
Eamings PIECE RATE1
Eamings REGULAR
Eamings SICK PAY
Earnings VACATION PAY
Deduction 401KPLAN
Deduction 403BPLAN
Deduction FIXED AMT DEDUC...

* Select ‘NEW’ page action

PAYROLL CODELIST | WORK DATE: 10/10/2019

Beseniption Benefit Category
Bonus
Holiday
Other
Overtime
Personal Day
Piece Rate 2
Piece Rate 1
Regular

Sick Pay
Vacation Pay
407K Plan
403b Plan

Fixed Amt Deduction

£ Search | + New Manage b Open in Excel

Type T Code 1

rmings ¢ BONUS
Eamings HOLIDAY
Earnings OTHER
Eamings OVERTIME
Earnings PERSOMNAL DAY
Eamings PIECE RATE 2
Earnings PIECE RATEY
Eamnings REGULAR
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¢ ‘PAYROLL CODE SETUP CARD’ appears

Employer Tax Rate - Limit Update: Payroll Now

< @ + ® o
Payroll Code Setup Card
2% Remove Uneditable Lockup Codes
Payroll Code Show lese
Type | v Process Procedure Co.. | At | ]
Code * | | W2 Classification | b |
Description | | Sarting No. | 0|
Manual Input Allowed (CHP) Blocked @
¢« SELECT ‘Employer Tax’ from ‘TYPE’ Field
=X Remove Uneditable Lookup Codes
Payroll Code Shaw Jess
Type Employer Tax L Process Procedure Co... | v ||
Code * Eamnings W2 Classification | ¥
Deduction -
Diescription Nithholding Sarting Mo. | Gl
(oo
Manual Input Allowed Direct Deposit Blocked (@ j

Payment

Employer Contribution
Reimbursement / Draw
Advance / Loan

* In‘CODE’ Field ENTER a Payroll Code for the Employer Tax
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Payroll Code Setup Card

=X Remove Uneditable Lookup Codes

Payroll Code Show less
Type Employer Tax v Process Procedure Co... e

Code * SDI| W2 Classification |
Description Sorting Nao. 0

Manual Input Allowad ® Blocked ® )

¢ ENTER description in ‘DESCRIPTION'’ field

* |f necessary, set ‘Manual Input Allowed’ to true to allow this code to be manually entered into a payroll document.

Payroll Code Setup Card

% Remove Uneditable Lookup Codas

Payroll Code Shi Jess
Type Emplayer Tax ks Process Procedure Co... o

Code 5Dl | W2 Classification v
Description ‘State Disability lnsurancel Sorting No. 400
Manual Input Allowed @ Blocked e )

=

« Finally, select a ‘W2 Classification’ and a ‘Process Procedure Code’ if applicable.

To learn more about Process Procedures please see ‘Payroll Process Procedure’in the Primo Payday Manual
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Payroll Code Setup Card

=X Remove Uneditable Lookup Codes

Payroll Code Show less

Type Employer Tax ¥ Process Procedure Co... o

Code 5Dl W2 Classification | v

Description State Disability Insurance Sorting No. Box7

BoxB

Manual Input Allowed \C] Blocked Boxg
Box10

Box11
124
128
12C
120
12E
12F
126G
12H
121
121
12K
12L
12M
12N ¥

¢ Select ‘OK’ button at bottom right of screen when finished

Step 2. Complete ‘Posting Setup’ for NEW EMPLOYER TAX PAYROLL CODE

* From the ‘Full Payroll Menu’ select ‘Employer Taxes’ in the ‘Posting Setup’ column.
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* When you open the Payroll Employer Tax table, you will see the following headers:

&  EMPLOYER TAX POSTING SETUP | WORK DATE: 10/10/2019 " SAVED 5 e
O Search -+ New  BrEditlist [3] Delete B2 Copy.. EHOpen in Excel More options Y =
Employee Posting Debit Account Credit Account
Group T Payroll Code * Type Debit Account Na. Type Credit Account No,
e ~| i FICA-ER - MED G/L Account 60800 G/L Account 20800
ALL FICA-ER - 55 G/L Account 60800 G/L Account 20800
ALL FUTA G/L Account 60800 G/L Account 20800
ALL SUTA G/L Account 160800 G/L Account 20800

» Select an ‘Employee Posting Group’ from the drop down menu
« Select the new Employee Tax Payroll Code from the drop down menu
» Select Debit Account Type from drop down menu
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¢ Select Debit Account Number from drop down menu

» Select Credit Account Type from drop down menu

« Select Credit Account Number from drop down menu

* Here is a screenshot of how the current example will look when properly set up in the ‘Employer Tax’ posting setup

SO Search —+New  EREditlist [ Delete B2 Copy. HHOpenin Excel Mare options ETg

Debit Account
T

Payroll Code t Debit Account No Credit Account Mo,
ALL FICA-ER - MED G/L Account 60800 G/L Account 20800
ALL FICA-ER - 55 G/L Account 60800 G/L Account 20800
ALL FUTA G/L Account 60800 G/L Account 20800
AlL SUTA G/L Account 60800 G/L Account 20800
—= ALL i SDI G/L Account 60800 G/L Account 20800

* Once completed, repeat the process for all applicable Employee Posting Groups

Step 3. Add new code to EMPLOYER TAX CODE CUSTOM FIELDS

¢ From ‘Full Payroll Menu’ select ‘Payroll Setup’ in ‘Setup’ column
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Full Payroll Menu
Bayrall . Reports History Perfoji,: Setup Setup Groups  Posting Setup
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« In ‘Payroll Tax Setup’ table, scroll down to ‘Addl. Employer Tax Codes’
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Payroll Setup

D Get Tax Settings ** Additional Setup

“TICRR Jiyniawdics /S
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Muore options

Tax Form Setup >

Addl. Employer Tax Codes

Show moreg

Employer Tax 1 Code

Employer Tax 2 Code

o Employer Tax 3 Code

o Employer Tax 4 Code

Carbon Copy Email Setup >

» In first available ‘Employer Tax Code’ field, open drop down menu and select the recently created Employer Tax Payroll Code. (in this example SDI is the

newly created code)

Addl. Employer Tax Codes Show more
Employer Tax 1 Code o I Employer Tax 3 Code =
Employer Tax 2 Code ~
Code? Description
FICA-ER - MED FICA - Medicare (Employer)
Carbon Copy Email ¢ FICA-ER - 55 FICA - Social Security (Emplayer)
FUTA Federal Unemployment
- Im‘ State Disability Insurance
Payroll Users Setup SUTA State Unemployment Tax Bl
-+ New Select from full list

¢ Once you have applied the necessary employer tax codes, click the back button.
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How to USE THE EMPLOYER TAX UPDATE

¢ From ‘Full Payroll Menu’
1. Select ‘Periodic Processing’ in ‘Periodic Activities Column’
2. Select Employer Tax Rate / Limit Update
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¢ The ‘Employer Tax Update’ screen will open:

Payroll Setup

Payroll Codes
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EMPLOYER TAX UPDATE Bf"
Dptinns Show more
Action Add Y
Type Federal Unemployment ¥
Specify FUTA State ®
Siate Abbreviation
|

Employer Tax Code | | ‘ e |
Employer Tax Description
Year | 2019|
Tax Percent | ﬂ.DD|
Tax Limit | 0.00 |

| Schedule... ‘ ‘ oK ‘ ‘ Cancel ‘

* In the ‘Action’ field select if you wish to ADD, MODIFY or DELETE.

NOTE: For all newly created tax codes, you will ADD
For Tax codes that have already been added you will MODIFY

For Tax codes that were loaded with an inaccurate rate, you would DELETE the tax code.
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EMPLOYER TAX UPDATE f
OptiOHS Show more
Fiction Add ¥
Typ= Federal Unemgployment ¥
Specify FUTA State ®

State Albreviatien

Employer Tax Code ‘ S ’ ‘

Employer Tax Bescniption

Year | 2019
Tax Percent ‘ 0.00
Tax Limit | 0.00

| Scheduie... ’ OK ’ ‘ Cancel ‘

« The ‘TYPF’ field applies to the code from the employer tax code that is in the corresponding field in the Payroll Now Setup Custom Fields Tab.
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EMPLOYER TAX UPDATE "/7'
Dptions Show more
Action Add L
Type Employer Tax 1 v
Federal Unempioyment
Specify FUTA State State Unemployment
Employer Tax 1
state Abbreviation Employer Tax 2
Employer Tax 3
Employer Tax Code Employer Tax 4
Employer Tax 5
Employer Tax Description Employer Tax @
Employer Tax 7
Vaar Emplover Tax 8
Empicyer Tax 9
Tix Paréant Employer Tax 10
Tax Limit D.Dﬂi
Schedule... ‘ ‘ OK ‘ ‘ Cancel ‘

+ Once selected, the ‘Employer Tax Code’ and ‘Employer Tax Description’ fields will automatically populate.
« Enter State Abbreviation in ‘State Abbreviation’ field

14/16



6/8124, 5:32 PM Employer Tax Rate - Limit Update: Payroll Now

EMPLOYER TAX UPDATE z"’_ﬂ
D[JtiDI'IS Show more
Action | Add |
Type ‘ Employer Tax 1 ¥
Specify FUTA State @

State Abbreviation Cr‘-‘al

Employer Tax Code S0

Employer Tax Dascription State Dlisabillty insurence

Year | 2019

Tax Percent | 0.00

Tax Limit 0.00
Schedule... ‘ ‘ oK ‘ ‘ Cancel ‘

« Enter tax year in ‘YEAR’ field.

¢ Enter tax rate in ‘TAX PERCENT field

« Enter the taxable limit in ‘TAX LIMIT’ field.
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F

EMPLOYER TAX UPDATE z/_"

Dptiﬂns Show more

Acticn Add Y

Type Employer Tax 1 ¥

Specify FUTA State ®

State Abbrewiation CA

Employer Tax Code S0

Employer Tax Descnption State Disability Insurance

Year 2019

Tax Percent .50

Tax Limit [7.000.00
Schedule... ‘ ‘ OK ‘ ‘ Cancel ‘

+ Select ‘OK’ button at bottom right corner of screen.
+ Repeat this process for all applicable payroll codes.
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