Onboarding Tasks via Employee Self Service

1.) Click the Personal Details Tile on the ESS Homepage

~ Employee Self Service

Last Pay Date 07/15/2019

2.) Complete all the items in the list on the left side of the page

iz Addresses

tZ Contact Details

2% Ethnic Groups

Q Emergency Contacts
&, Additional Information
(&, Disability

<& Veteran Status

e
&~ Form|-9
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3.) Go back to the ESS Home Page and click on the Payroll Tile

~ Employee Self Service

4.) Complete the Direct Deposit and the Tax Withholding (W-4)

ES Paychecks

( g Direct Deposit )
(:E‘ Tax Withholding D

.‘L_n‘ View W-2/W-2c Forms
el W-2/W-2c Consent
i View Form 1095-C

[/ Form 1095-C Consent
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When completing the W-4 please make sure to follow these instructions.

NOTE: Adobe Reader required to download PDF.
Mot available on a mobile device

< Employes Self Service

" Payehecks From the Employee Self Service homepage, select the Payroll tile then Tax
R Withholding in the left column. A page will open showing your Company name, Status
i e Form Types. Jurisdiction and Withholding Details:
A OWS2nW-Ze Consent
Tax Withholding
E Direct I:Iﬂplhﬁit Compary BDLE Sysiem Inlo Toch Sorvioes
Satus  Sris
Form Type  Jwnisdicion Wiithholding Dedais.
Fantaa il Fanbsiad Tax Stanss  Singla Wirthalding Sllcsmnces 1
diddiiornsl SEmount 000 Baokditiicarisd Bl oassnoes.
Addrimonal Percantags Cher
Sl it Dbt Tax Stahes  Singla Withhalding Allowances 1
didditioral Smount  §00 Hddrcmsd &l cramnces
Afchimnal Percentags Cigher

To update the Federal withholding status, select the arrow > on the right.
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Follow this link for instructions on opening the W-4 in Adobe Reader to allow online
submission.https://und.teamdynamix.com/TDClient/KB/ArticleDet?|D=71729

A window will open with special instructions that you should read before continuing. It is important to
know that when you update your federal tax withholding status, it will NOT automatically update your
state tax withholding status. If you want to update your state tax withholding status, do it separately
starting in the Tax Withholding page.

Federal Tax Withholding Forms %

Company NDUS System info Tech Services NOTE: Adobe Reader required to download PDF.
Mot available on a mobile device

IMPORTANT INFORMATICHN

This process requires the use of Adobe Reader to download the updateable POF form fo your computer.  After you complete the form
CLICK OM THE GREEN SUBMIT BUTTON located at the battom of the form. Contact your campus Payroll office if you encounier
any issuas using this alecironic process

Remember (o update your siate tax withholding status because the change you make for Federal withholding does NOT automatically
update your state ta withholding status

You must complete Form Wed 50 the Payroll Departrment can calculate the comed! amouwnt of tax (o withhald from youwr pay. Federal
INComE tax 5 withheld from your wages based on mantal status and the numbser of allowances clasmed on this form. You may also
specity that an addetional dollar amounl be withheld. You can file & new Form Wed anytime your Lax siluabon changes

Whedher you are entitled 1o clasm a certain number of allowances or exemplions from ssthbolding s Subject 1O réeview by the RS Your
employer may be required 1o send a copy of thes form o the IRS

Updateable Forms
Form Description

Federal Withhalding Allowance Certificate Click HEI'E ﬁ »



https://und.teamdynamix.com/TDClient/KB/ArticleDet?ID=71729
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This message will appear:

WWARMING

The system vall downioad 10 your computer a copy of the lax form whech contars personal infomaton

Wi ghaaddl only coninue if you are wsing a tnushed and Secune compaier
¥ou should not continue # you are usng a shared campuler o public

[such as those in a bbrany of nbernet caté) dong this could leave your personal infomaanon wuineable

QK Cancel

Selecting OK will open the updateable form in PDF format. Selecting Cancel will cancel the transaction and

you can go to your Payroll department to compete the necessary forms to update your tax withholding
status.

When OK is selected the PDF form will open in a separate window. Your Name, SSN, Address,
Employee's Signature, Date, Employer's name, Employer's Address and EIN will all be prepopulated. The
S5SN is masked and only shows the last 4 digits. Lines 3 through 7 will be editable. Complete the form and
then select the green Submit button located in the bottom right corner of the form.

L -
. w_4 Employee’s Withholding Allowance Certificate OME No. 1545-0074
T -
Dapartmani of the Treassry = Whather you're entithed o claém o cortain numbsr of all s or v fram withib .:.'i-_l r._;l 1 B

e nubjmct 1o revisw by the S, Your smpkoyer may be requirsd to ssnd o copy of this formm 1 the IS, =i

1 our first name and medobe initil Lo relurres 2 Your sockal seourity number

Jehn | Doe KK KK-2255
Hame sddreas (number and sbrest or rural roarts) Gquqlu I:r.i-rmd e, bt withholkd at higher Singls rle

100 Bavywiare St
City or fown, slate, anc Z0P code

Any Town, ND SB102

Hota: If maeried Thng ssparalely, oheok “Marmed, Dut withhold a1 higher Snghe rals.”
4 I wour last name differs from that shown on gour sockal security card.
clveck here, You st coll B00-TT2-1213 for o replocement card.

5 Total number of allcwances you're claiming (from the applicable worksheet on tha following pages) ]
8 Additional ammoont, i any, you want withihald fram each paycheck a = . 8 5
T | slaim exaemplion Iram withholding for 2018, and | carily that | mest b-n-'!h al |.|1E' Inlll:w\.-ln-;.; Gn-nr.ll!lnns Fvur st
= Last year | had a right to a refund of all federal income tax withheld becauss | had no tax liability, and
* This year | expect a refund of all fedaral income tax withiveld becauss | expact to have no tas |IRD||I|:|'
It you meet both conditions, write “Exempt” here . . B | T | Mot Applicable B
Unicdir panalies of penury, | declanme thal | have axamined this camificate s.m! téa 1h¢ I:na.:gr el iy h.x.wl.«:lw il Bk, i 18 true, correct, and com phte
Employes's sigraiure .
{This fonm is not valld wnless you segn i) s Jakn Dos Choife TUZHZ0E
B e e el [ Complots bowss B ard 100 to IS aend B First dai, ! E =g L L
Eoes b B o 10 W aeii o Gtk Birecory of Frew ey e Fompe s rrrta (I -
HDUS System Info Tech Services 10th Floor, State Capitol Bismarck, MD S8505-0230 461100938
For Privmcy Act and Paperwork Reduction Act Notice, see pags 4. o, Mo, 102200 Farmm W--‘l e ]
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You are then prompted to enter your User name and Password (enter the same User name and
password used to log in to HR):

Wirsdows Security o

Acrobat

The server adminsys.ndus.edu s asking for your user name
and password. The server reports that it is from PeopleSoft
Enterprise PeopleTools.

I
. Sovweand

[[] Remember my credentials

oK Cancel




Onboarding Tasks via Employee Self Service

The data is then uploaded to the HR system to update your federal tax withholding status. You can
save or print a copy of the W-4 for your records. You will also receive an email notification of the
update:

Your tax withholding request on 2018-08-21-09.27.28.000000 for the following Company and Jurisdiction has been successfully submitted:

Company: NDUS System Info Tech Services
lurisdiction: Federal

However, due to the timing, your tax withholding change may not be reflected on the next paycheck.
If you did not change your tax withholding data, please contact your payroll administrator immediately.

This is a system-generated email message that cannot accept incoming-email. Please do not reply to this message.

Then go back to the Tax Withholding page and complete the process for your state tax withholding.

. ¥ou will not be prompted again to enter your User Name and password if you kept the PDF page open.

. State tax withholding forms are available for every state that has state tax withholding and they accept
the Federal W-4 and/or the state's own W-4.

. The SSN is masked in the state forms and only shows the last for digits.
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The following example is for North Dakota:

State Tax Withholding Forms =

Company MOUS System info Tech Seraces

IAPORTAMNT IMECERRAAT I
Thas process recuires the gee of Adobes Resder o downlcsd the updateabls POF form fo your computer,  After you complete the form
CLICK Ol THE GREEM SUIBMIT BLUTTON located at the Baottorm af the fanm,  Comlact your camgus Payrall offics of you encoysiler

ANy mEUEE uEng s eleciromc proisass

Theiz Staie of Morih Dakota withiholdeng allowances should be the same as what you cdaimed on your Federal Wed withhobding form but
will alloiey you B0 clairm additionasl withholding if needed

Whisther you are antitled to clasm a certain number of allowanoss 1S subject o review by the State. Your smployer may be reguirsd o
sand & copy of thes form 1o the Agency

Updateable Forms
Foaim Description

Morth Dakota Withholding Alonwance Cerirficate

P

Morth Dakota ) S
oo =4 Empluy&a s Wlthh uldlnz Alluwan ce Gurl:lﬂcata OME ha. 1845-0074
e ey ki :uh]-amm r‘::il-aww e IFiI'-’E ='.r.a!:1"r :I:E:Jnﬁlmill bo:‘mulrtd b maad wopy -:-r mmm b thee BHS, "E'J@:I 1 B
1 "Faur lirmf runrrs mevd revselel b et L st narrm 2  Your nocinl ooty murnbsar
dahn ow R S Ll
Howrss el chraris (roumiiser anc sinsal o rural rowte) T Jqﬁlngh T nu;rlnr.l bt wiithhakd ot Righer Single rabs
100 Arpwhene 21 Mot T rasried Wng separaely, o “Farriod. Dut withhodd e higher Single rate.”
Cily o b, atala, and 2P codae | 4 W your lank neme deiffers from Ehng shown on your sccial eecursty card,
Birry Town, HD 58102 chack hars. You must call DOB-TT2-41213 far o repglncsmant cnrd. -
B Total numb-er of allowanoes you're claiming (from the appioable worksheet on the following  pages) s 5 @ B
5] Additional amount, if any, you want withhald from esoh payoheck s s 8 6 |5
T | claim exempticn from withbolding for 2018, and | certity that | meot b-uth -DF thu F\nll-nwmn CDndIlIﬂl‘l for exemption.

» Last year | had a right to a refund of all federal incomse tax withheld because | had no tax liability. amnd

= This year | expect a refund of all federal incomes tax withheld becaess | sxpsct to have no tax liakbility.

I o st Both conditiens, write “Exampt™ hama , . . . 7| Mot Applicable -
Undes penalties of perjury, | declarae that | hvve ssamined this mﬂqru.mn and o the L'msl: -\:-1 "y hlmmjuu and baeliel, it is true, corect, and complate,
Employes's nignoiurs

{This fomm is not valid unless youw sign ik e dohn Dom Daote = 11/28/2018
B Ernplogars nernas ared seiclrass (Bm r= Complala boses B and 10 i sending b A0S wnd comgiets @ Firal date of 10 Ernplogse slen lificalion
Isamas B0, andd 10 i sanding o Sate Directory of Raw Himes L TE STt | it ERNE
HOUS Sysiem Info Tech Services 10th Floor, Siate Capitsl Bismarck, ND SB505-0230 AG1 100835
For Privecy fAct and Papernsork Fed i it ok mee pauge 4, Cal, Mo, 103200 Fomrn V-8 (e lin]

For North Dakota, boxes 3 through 7 default as blank and are editable.
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The following example is for Minnesota:

State Tax Withholding Forms

Comipany RMDOUS Sysiem Info Tech Ssrnces

(3

AP ORTAMT INFORMATHOMN

This process requires the use of Adobs Resder to download the updateabls POF formn O Your comparber.  After you Oomglete e fonm
CLICHE ON THE GREEM SUBMIT BUTTON located at the Bofam of tha form,  Contact your campus Payrall affica il woul andolsiiern
any izsues uning thes slecironic prooess

iend kA Complate Minmesata Foam W-E4rIMN 80 the Payrall Depanmeant Can calculats the cormact amouet of 1a 1o sathiluckd Trosmm o
pay. KMimnesoia income tax is withbeld from yowr wages based on what you clasm on the BMinnesotas Employes Withholding
Allvwance/Exemption Certificate (Torm W-4rMMN). You can file a new W-4RMN form anytime your tax situation changes

Whather you ane sntitked 1o claim a certain numbsr of allowances or exesmpbons from eithholding i=s subgect to review by the State
Your employer may be reguired o send a copy of this form 1o the AgEncy,

Updateablsa Foarms
Form Description

Minnasota Withholdeng Allowanos Certificate »
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m'1 DEPARTMEMNT W-ARAN
OF REVEMUE

2018 Minnesota Employee Withholding Allowance/Exemption Certificate
Employees

Faull AT cosmmiple s and geee this form o pour smiployer 1T o do sny of the folkossing -
= Clasv fgrvway BApeeriole wrlhbsldeng allovwanda s Uhan yooues Tiada gl @l bow amces

= Clmemn rmicrs then 10 k cFm W g all
- 4 @l BT Lax writhba id from your pay sach pey parod
= Cleem tor e sgsmpt froen federnl w Icdimg or T e pt frosmn k wivhiolding

D DT O P TR Forem if o 3re Claeming the $ameE nurmbesr oF BRI 0Ts 3lowanoes B bederal and the numibes clamed i 10 oF kEss,

BTt D TIrDT el THE D D LEIT PaTHE D T SeDHC] I Sl L T P DT

Jalwry A Do o - - T

FRrmmrLTT mOCEit [ T P P ———

100 Auryyweereer e S _l"w-r‘;'-:-:'"ﬂ-wﬁ-wﬂ ::-F'v'-r'l'ﬂ-
Sy Tlake L - SR T

Ay Tavam MM S84 FO-4 508 Fw LR EeTEno i BT PEgher Snpe remn

Erriployedas. Read instiuctions on back, complete Secthon L OR Settion 2, sign and e the completed fodm 10 your emphoyen D0 ol com plala
Both Secticn 1 and Sectsn F. C F g B il thie formm irve i)
E S TR L o DD indng RMnmesols allowasnces
Copmplene Sectom 1 T pou Clasn fewer B inaesoTe o oowanie s e yooud federsl aliowanoes, S o if yeu want B0 demiorsal BAsnmesoTa witiehoid.
ing deductsd ssch pay period

2 Taral mumber of federal allowasnoss clasmed on federsl Form ww-a . L

Z Total It ol K ] W T canmol be moee Bhan Bed IF .. . . .. .. z o L

3 Additonal Binnesots writhholding you want deducted sach pay perscd . .. . . . . e 3 = 000

D fmrtion ¥ — i F From kding

Complets Sscbon 2 if you clasm to ba Troem § E 1 Lam hoidmg {3re Seciroer 2 inabruc Biona for guoiifootrons). IF apphicabie,

ChCh O D Dl 10 i ne0CanE The FEason wivy pisu Dileg g yias BE S v il

Ell This Quir tx mnd clesm seemipt fromm both federsl snd e i TEE dirg

EIE\"III- though | did not clamm sxermpt Tromm feder s etk ictarmg, 1 i Froem La weik bt 1E bacauae | hed e Mmnasots
R OFRE Tae laabelity laST pead, | received @ reTumd oFf 300 RammeEso T imC0mie T Withfeld, SMND | Eiect T Ridee D R Esots (oo Tae habiing
Theis yemr

EIH\I apocuzE & militsry ssrocs membesr asugpeesd o 8 mibisry locaBon n BMAnmnessota, my [lmgal r 1 @ in another stats, ARD

@ b BN ARESOTE Sokaly Lo Ba vl My Spouie . By Sate of domicile i
i am an american indian lowirg sned working on 5 ressreation
[ am & msember of the pnnesom Matonal Susnd o 38 300w Aty LS, il iary meevvhes Sod COaim esermpt TR Banesots sethialding on

Ay Ry Py, I
i E v B or T W FETIrErm pay At calcuiated under Triols 30, 1404 throwgh fdid 1447 through 1455, and 22735

and clarm asampt from BManascis withholdmg on tho refiremant pay.
i cwrofy thor olf anformoiron prowvedled o Seciron £ OR Secoion i courect. § endermmong thene @ o 2500 peaoity for g o folne wechhoideng oliow -
AVRCE ST P RO CE T O

im e sloramar [ Cevoma prona

iy D ZOME-11-F8

Erry Oy Gyl Thee Cormpleted foemey Do w0 r e el Oegei

Employers — SuUbmt

o i @l reegeined T S @ Cogey OF This forem Do e Do peasrement of mEwek g (S ST IToms ], ol FRusT enTer T e phoy e s roamioonm Deios
mmd rmmal thae form to- kA Fia . timall St G504 Tt Peul, Rk S5 148G 504, [incomplets forme sres comnnDidsesd ireslied ) & ST pesau ey

may b o for B B 4 Form W-4BIN not Hied with Vs department.

=

For Minnesota, you MUST select the box for either Section 1 or Section 2 to enter data. The Marital Status and
number of allowances default from the federal W-4 and are NOT editable.



