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What is the LOCAL TAX UPDATE?

The LOCAL TAX UPDATE , allows users to configure and modify their local tax codes with a simple interface that can attribute multiple ‘local tax codes’ to a limited
number of payroll codes.

NOTE: The user does not have to worry about deductions or calculation amounts to reduce wages when utilizing the LOCAL TAX UPDATE feature. Deductions
and calculation amounts are already being calculated by state income tax withholdings and that deduction information is being passed to the local tax calculation.

How to ACCESS LOCAL TAX UPDATE?

» From ‘Full Payroll Menu’ select ‘Periodic Processing’ in ‘Periodic Activities’ column then select ‘Local Tax Rate / Limit Update’
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LOCAL TAX UPDATE
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How to ADD a LOCAL TAX UPDATE

Step 1. Complete OPTIONS tab
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o SELECT ‘Add’ from drop down menu. ‘Add’ will create a new local tax code.

« Enter the ‘State Abbreviation’ for the local tax code.

¢ SELECT the Payroll Code that applies to Local Taxes from the drop down menu.

LOCAL TAX UPDATE z.?’ M =2 1%
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¢ In ‘Local Tax Code’ field, input the Local Tax Code as you would like it to appear. The code can be no more than 20 characters.

« Enter a description in ‘Local Tax Description’ field.
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e Enter a W2 Locality Code in ‘W2 LOCALITY CODE’ Field. This code should identify the locality on the employee W2

* Enter tax year in ‘YEAR' field
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Step 2. Complete LOCAL TAX PERCENTAGE tab

+ Select ‘Locality’ or ‘School District’ in ‘LOCAL TAX TYPE'’ field
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« Enter the tax percentage in ‘“Tax Percent field

« [f there is an upper or lower earnings limit on local taxes, you can enter the amount in the applicable field.

NOTE: A majority of states with local taxes do not have earnings limits on local taxes, therefore you can leave these fields at zero which the calculation will see as

‘no limit’.

LOCAL TAX UPDATE

Local Tax Percentage
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* You must now select for ‘Employee Withholding’ or ‘Employer Tax’. This check box corresponds with the payroll code you entered in the OPTIONS tab. If
the payroll code you entered in the ‘Payroll Code’ field in OPTIONS tab, is classified with the TYPE ‘Withholding’ then check ‘Employee Withholding'. If it is
classified with the TYPE ‘Employer Tax’ then check the ‘Employer Tax’ box.

LOCAL TAX UPDATE zﬂ |L
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« [f state withholding allowances apply to local taxes in your area, then SELECT the ‘State WH Allowances Apply’ check box.

NOTE: In a majority of states with local taxes, state deductions do apply to local taxes.

If local tax rates are calculated based on state tax rates, check the box ‘Calculated on State Tax’

If the local tax is a Resident County Tax, check the appropriate box.

Select ‘OK’ in bottom right corner of screen.
e A pop up window will ask if you wish to continue. Select ‘YES’

A final window will confirm the successful update. SELECT ‘OK

How to APPLY a LOCAL TAX UPDATE

e Open employee card

e Scroll to ‘Local Tax Information’ tab
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Local Tax Information
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Local Tax - Wark L.,

Local Tax - Residen...

» Click on ‘Local Tax — Work Locality’ ASSIST EDIT button ‘...” to open ‘Local Tax Codes’ window.

NOTE: Certain states base local tax calculations on address of employment and others on address of residence. Use ‘Local Tax — Work Locality’ when basing local
taxes on the employee’s employer address and ‘Local Tax — Resident Locality’ when basing local taxes on employee residence address.

Local Tax Information

Ve Local Bracket Tax
Exempt from Local ... ]

£.00 Local Deduction,/Ex..

Local Tax - Work-L...

e Local Bracket Tax

Local Tax - Residen...

Local Tax - School

e ‘Local Tax Codes’

Exempt from Local ... -~ (@

0.00 | Local Deduction/Ex...

window will open. Select your ‘Local Tax Update’ code.
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L2 Search ﬂﬂ Open in Excel

LOCAL TAX CODES Ih/1
| State Local Tax Code T Description
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|
“ | Cancel

¢ Select ‘OK’ button in bottom right corner
* Local Tax Code will appear in field ‘Local Tax’ field and apply to employee.

Local Tax Information
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Resident Credit Per... 0.00 Local Deduction/Ex.. 0
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How to MODIFY a Local Tax Update

To MODIFY a Local Tax Update code, you will follow similar steps to the ones used to ADD a Local Tax Update code.

¢ Open the ‘Local Tax Update’ screen
* In OPTIONS tab within the ‘Action’ field, select ‘Modify’ from drop down menu
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LACAL TAX UPDATE 2’2
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« Enter the ‘State Abbreviation’ for the local tax code.

o SELECT the Payroll Code that applies to Local Taxes from the drop down menu.
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¢ |In ‘Local Tax Code’ field, input the Local Tax Code as you would like it to appear. The code can be no more than 20 characters.

LOCAL TAX UPDATE E'?I
OpﬁDI‘IS Show more 3
I Action Modify ¥
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+ After you enter the ‘Local Tax Code’, all remaining fields in the OPTIONS tab and the LOCAL TAX PERCENTAGE tab can be modified. Any modifications
will apply to the Local Tax Code once you have clicked the ‘OK’ button and confirmed your changes.
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NOTE: Modifications for Local Tax Codes are typically applied to the YEAR field and the TAX PERCENT field.
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