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Current as of 9-4-2020

Tax Withholding

From the Employee Self Service homepage, select the Payroll tile then Tax
Withholding tile. A page will open showing your Company name, Status,
Form Types, Jurisdiction and Withholding Details:

Updated 09/03/2020

Tax Withholding

Company North Dakota State University

Status Active

Form Type  Jurisdiction Withholding Details

Federal Federal Tax Status  Married Dependent Amount 2000.00

Other Income 0.00 Deductions 0.00 C
Extra Withholding 50.00 Other
State North Dakota Tax Status Married

Withholding Allowances 0

Additienal Amount 25.00 Additional Allowances

Additional Percentage Other

To update the Federal withholding status, select the arrow > on the right.

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 automatically update your state
tax withholding status except for an Additional Amount for North Dakota. If you want to update your

state tax withholding for an Additional Amount for North Dakota, do it separately starting in the Tax
Withholding page.

Federal Tax Withholding Forms X

NOTE: Adobe Acrobat Reader required to

Company  North Dakota State University download PDF. Not available on a mobile device.

IMPORTANT INFORMATION:

This process requires the use of Acrobat Reader to download the updateable PDF form to your computer. After you complete the
form, CLICK ON THE GREEN SUBMIT BUTTON located at the bottom of the form. If the green submit button does not appear, the
PDF is not opened in Acrobat Reader. Contact your campus Payroll office if you encounter any issues using this electronic process.

Remember to update your state tax withholding status because the change you make for Federal withholding does NOT automatically
update your state tax withholding status.

Updateable Forms

Form Description

Federal Withholding Allowance Certificate Click Here ||:> >




This message will appear if you have state tax withholding set up for North Dakota:

Special Notification
| understand that updates to Federal tax withhaolding (tax status changes or claiming exemption from Federal tax withholding) will also be applied to North Dakota withholding, in compliance with North Dakota instructions.

OK Cancel

Selecting OK will prompt the following message to appear:

WARNING

The system will download to your computer a copy of the tax form which contains personal information
You should only continue if you are using a trusted and secure computer.
You should not continue if you are using a shared computer or public computer (such as those in a library or internet café); doing this could leave your personal information vulnerable.

OK 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
SSN is masked and only shows the last 4 digits. Step 1(c) through Step 4 are editable. Complete the form
and then select the green Submit button located in the bottom right corner of the form.

w_4 Employee’s Withholding Certificate OIS Mo. 1545-0074
e
™ » Complets Form W-4 so that your empleyer can withhold the correct federal incorme tax from your pay. e
Deparment of B Treasury * Give Form W-4 to your emaloyer. 4"1_.,20
Irtirral Reendun Servica = ¥our withholding is subject to review by the IRS.
fa) Frs: name and middle initia La=t name b} Social wecurity mumber
Step 1:
P | PO
Enter EOdreEs * Does yaur name match the
Personal 2008 10 St N name on your sccial security
= card? Il o, l.u erELune You get
Information ity ar tawn, statn, and Z1IE cooa cruil for ol ] g
Fargo. ND 52102 :ﬁa;f;?w Z-1213 or go o
(=} Single or Married filing separatehy

Married filing jointly (or Qualfying widowi(ad)
Head of househaold [Check only if you'te urrmartied and pay morne than hal the costs of keeping up a home for yourselt and a qualifying individusl)

Complete Steps 2—4 ONLY if they apply to you; otherwise, skip to Step 5. See pags # for more information on each step, wha can
claim exemptiocn from withnolding, when to use the online estimator, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2} are married filing jointly and vour spouse
Muttiple Jobs also works. The correct amount of withholding depends on income earnad from all of these jobs.
aor Spouse Do only onve of thea following.
Works (a} Use the estimator at waww.irs. gowv/W4aApo for most accurate withholding for this step (and Steps 3—); or
(k) Use the Multiple Jobs Waorksheet on page 3 and enter the result in Step 4ic) below for roughly accurate witnholding: or
() If there are only two jobs otal, you may check this box. Do the same on Form W-2 for the other job. This apticn
iz accurate for jobs with similar pay: otherwize, maore tax than necessary may be withheld . . . » [

TIP: To e accurate, submit & 2020 Form W-4 for all other jobs, If you {or your spouss) have self-employment
income, including as an indaependant contractor, usa the astirmator.

Complete Steps 3—4(b} on Form W-4 for only OME of these jobs. Leave those steps blank for tha ather jobs. (Your withholding will
be maost accurate if you complete Steps 3—4{0) on the Form W-£ for the highest paying job.}

Step 3: If wour income will be S200,000 or less (400,000 or less o married filng jointly):
Claim " o
D ndents SMultiply the number of qualifying children under age 17 by $S2,000 M %
SMultiply the numizer of other dependents by S500 . S
Add the amounts above and enter the total here . . . . L - 3 |5
Step 4 (a) Other income (not from jobs). |1 you want lax withneld for olher income you expact
{optional): this year that won™t have withholding, enter the amount of other income here. This may
Other nclude interest, dividends, and retirement incomea . . . - - - . . . - - ﬂﬂl B
Adjustments
(b} Deductions. If yvou expeact to claim deductions other tham the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
enter the result hare . . e e e e e e e e e e e e Hb) |F
(c) Extra withholding. Enter any additional tax you want withheld sach pay period . M) |F
Exemption from withholding. Sy claming exempdon fnoem wihholdng, you ceriTy that you owed no Federal Income: @3x in 20139, and that you
axpect 1o owe no Federal income tax in 20200 I you clalm exempdon from wihholding, no Income tax will be withheld from your paycheck. Mot Applicable -~ 1
Step 5: Uinder penalties of perjuny. | declare that this certificate, 1o the best of my knowledge and belief, is true, comrect, and complete,
Sigm
Here } } RN 2020
_Employee's signabure [This form is not valid unless you sign ) Date
Employers Employer's name and address First date of Employer u:larrtrf wcation
Onily gl oyrmenl rurmbzer (S0
Morth Dakota State University 1818 University Drive M Fargo, MO 531 08-6050 456002430

Form W= 2oz

For Pfi‘ﬂﬂy At arnd Pap-er\\laﬂ-: Reducticon Act Notice, see page 3. Cat. No. 102200
# R




You are then prompted to enter your User name and Password (enter the same User name and
password used to log in to HCM):

Windows Security X

AcroRd32

The server adminsys.ndus.edu is asking for your user name and
password.

That server also reports: "PeopleSoft Enterprise PeopleTools™.

‘ Password ‘

I:l Remember my credentials

OK Cancel

The data is then uploaded to the HCM 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 2020-0%-03-08.30.20.000000 for the following Company and Jurisdiction has been successfully submitted:

Company: NDUS System Info Tech Services
Jurisdiction: 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.

If you want to update or add an Additional Amount for North Dakota state tax withholding go back to the
Tax Withholding page and complete the process for your state tax withholding.

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

e 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.

e The SSN is masked in the state forms and only shows the last for digits.

The following example is for North Dakota:

State Tax Withholding Forms b3

Company NDUS System Info Tech Services

The State of North Dakota does not have a unigue withholding form. MNorth Dakota withholding tax is calculated based on the
information you provide on Federal Form W-4 (Employee's Withholding Allowance Certificate).

MNorth Dakota will allow certain specific updates to yvour North Dakota withholding status (reguesting an additional amount of North
Dakota withholding tax, or claiming exemption from MNorth Dakota tax withholding) using a separate copy of Federal Form W-4
Whether you are entitled to claim exemption from withholding is subject to review by the state. Your employer may be required to
send a copy of this form to the state tax agency.

A copy of the Federal W-4 will be presented to you to use for North Dakota purposes. You can make changes online using the

downloaded updateable PDF form and submit the changes for processing by your payroll department. Be sure to print or save a
copy of the completed form for your records.

Updateable Forms

Form Description

MNorth Dakota Withholding Allowance Certificate @




For Horth Dakota Purposes Ondy

o W=}

Dapartmant of B Trassury
Iriarral Revanue Service

* Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.

Employee’s Withholding Certificate

CMB Mo, 1545-0074

2020

* Give Form W=4 to your employer.
= Your withholding is subject to review by the IRS.

Step 1:
Enter

| [ET] Fra! pams and middle inilia

b} Socisl securily number
TR

| Last fame

Personal

[
| addrasa

* Doas your name matzh the
mame on your soclal security
card? Il nol, 1o ersuns vou gel

Information

City ar town, stata, and ZIF coda
Park Rapids, MM 58470-4500

credt for wour eamings, contact
S585A at 800-772-1213 ar go o
AW QOV,

(=) ESinﬁln or Married filing separately

Married filing jointly (or Oualfying widowiar)

Ell-luu of hausehald [Cnack andy if wou're urimarried and pay mere than hall the costs of keeping up A Rome for yourself and a qualifiying individual )

Complete Steps 2—4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for mors information on each step, whao can
claim exemption from withholging, when to use the online estimater, and privacy.

Step 2:

Multiple Jobs
or Spouse
Works

Complete this step if you {1) hold more than one job at a time, or (2) are married filng jontly and your spouse

Also works. The correct amount of withholding depends on income earnad from all of these jobs.

Do anly one of the following.

{a) Use the estimator at www.irs.gov/WidApp for most accurate withholding for this step (and Steps 3-4); or

(b)) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(2) betow for rougnly accurate withheldng, or

(g} If there are only two jobs otal, you may check this box, Do the same on Form W-4 for the other job, This aption
is accurate for jobs with similar pay; otherwize, more tax than necessary may be withheld | =[]

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. If you {or yvour spouse) have self-employment
income, including as an independant contractor, use the astimator.

Complete Steps 3=4(b) on Form W-4 for only ONE of these jobs. Leave those staps tlank for the other jobs. (Your withholding will
be most accurata if you completa Steps 3—4(0) on the Form W-4 far the highest paying job.)

Step 3: If your income will be 200,000 or less (3400,000 or less if married fikng jointly):
CAaim WMultiply the number af qualifying children under age 17 by 52,000 §
Dependents Ply qualiiying 29 ¥ 3,
Multiply the number of other dependents by $500 > 4
Add the amourts above and enter the total here 3 |%
Step 4 (a) Other income [not from jobs). 11 vou want lax withheld for olher income you expect
{optional): this year that won't have withholding, enter the amount of other income hera. This may
Other nciude interest, dividends, and retirement income .~ . . . . . . . . . . . |#&)]d
Adjustments
(b) Deductions. If you expect to claim deductions ather than the standard deduction
and want to reduce vour withhalding, use the Deductions Worksheet on page 3 and
entertheresult here . . . . . . . . . . . . . . 4b) |5
(e) Extra withholding. Enter any additional tax you want wilhhald each pay period 4e) |5
Exemption from withnokding. | clalm examption from North Dakota wimholding Ex (I you cialm exemption from withhakding, no Income tax
will b2 withihedd from your paychec.) Mot Applicable b
Step 5: Under penalties of perjury. | declare that this certificate, to the best of my knowledge and belief, is true, comect, and complete.
Sign
Here } ' 08/0372020
Employee's signature (This form Is not valld unless you slgn ) Date
Employers | Emoloyer's name and address First date of Employer identification
O“h" el oyl nurnber (EIN]
NDUS System Info Tech Services 10th Floor, State Capitol Bismarck, ND 58505-C 4611008358
For Privacy Act and Paperwerk Reduction Act Notice, see page 3. Cal. Me. 102200 Faem W= f2000)
Submit

For North

Dakota, only step 4(c), Extra withholding, is editable.




The following example is for Minnesota. Note: Any updates made for federal withholding will NOT
automatically update Minnesota. If you want to update your Minnesota state tax withholding do it
separately starting in the Tax Withholding page.

State Tax Withholding Forms

Company NDUS System Info Tech Services

IMPORTANT INFORMATION:

This process requires the use of Adobe Reader to download the updateable PDF form to your computer. After you complete the form,
CLICK ON THE GREEN SUBMIT BUTTCN located at the bottom of the form. Contact your campus Payroll office if you encounter
any 1ssues using this electronic process.

You may complete Minnesota Form W-4NMN so the Payroll Department can calculate the correct amount of tax to withhold from your
pay. Minnesota income tax is withheld from your wages based on what you claim on the Minnesota Employee Withholding
Allowance/Exemption Certificate (form W-4MN). You can file a new W-4NMMN form anytime your tax situation changes.

Whether you are entitled to claim a certain number of allowances or exemptions from withholding i1s subject to review by the State.
Your employer may be required to send a copy of this form to the Agency.

Updateable Forms

Form Description

Minnesota Withholding Allowance Certificate

m1 DEPARTMEMNT

OF REVEMNMUE

2020 W-4MM, Minnesota Employee Withholding Allowance/Exemption Certificate
Employees

Ccomplete Form W-4rN so that yowr employer can withhold the correct Minnesota income tax from yowr pay. Consider completing a new Form
W-akAM each year and when yowr personal or financial situation changes._

Emotowes's First Name and Inftis Last Mame Empioyes’s Social Security Number
o
Permarsnt Adcress Maritad status (Check ome):

:] Singgie; Marted, Dut lesally separsbed; or
Spouse is @ nonmesicent alien
City State ZIF Code sazrried

MHN Married. but withhold st higher Singie rete
Read instructions on back. Complete Section 1 OR Secton 2, then sign and give the completed form to your employer.
Do mot complete both Section 1 and Section 2. Completing both sections will makes the form invalsd.

D Section 1 — Determining Minnesota Allowances

A Enter “1" for yourself if no one else can claim you as adependent _ . _ _ _ ... .. -y —;I
B Enter “i1" if amy of the following apphy: - - o o L oL e e . B T |
= wouare single and have only one job
= wouare married, have only one job, and your spouse does not work
= wouwr wages from a second job or your spouse’s wages are S1500 or lass
C Enter “i1” for youwr spouse. You may choose to enter “07 if you are married and hawve either a
working spouse or more than one job. (Entering “0" may help you ovoid howving too little tax withheid ) .- . .. C - |
D Enter the number of dependents {other than your spouse or yourself) you will claim on your tax retwrn. __ . D a
E Enter “17 if you will file as Head of Household (see instructons for gualifying as Head of Household). . . ... . _ E - |
Total number of allowances claimed. add steps A throuzh E.
If you plan to itemize deductions on your 2020 Minnesota income tax returm, you may also complete the
Itemized Deductions and Additional Income Worksheet - - [ — e

[ section 2 — exemption From Minnesota withholding
complete Section 2 if you claim to be exempt from Minnesota income tax withholding (see Secton 2 instractions for gualifcotions). If applicable,
check one box below to indicate why youw beliewve you are exempt:
[ A 1 meet the requirements and claim exempt from both federal and Minnesota income tax withholding .
e sven though | did not claim exempt from federal withholding, | claim exempt from Minnesota withholding, because of all of the following:
= | had no Minnesota income tax lability last year
= | received a refund of all Minnesota income tax withheld
= | expect to have no Minnesota income tax liability this year
[ ¢ &l of the following are true-
= Py spouse is a military service member assigned to a military location in Minnesota
= pAy domicile [legal residence) is in another state
= | @am in Minnesota solely to be with my spouse. My state of domicile is
E D 1 am an Aamerican indian that resides and works om a reservation.
] & 1 am a member of the Minnesota Mational Guard or an active duty U5 military member and dlaim exampt from Minnesota withholding
on my military pay.
[ F i receive a military pensicn or other military retiremeant pay as calculated under U_S. Code, title 10, sections 1401 through 1414, 1347
throwgh 1455, and 12733 and I daim exempt from Minnesota withholding on this retirement pay.

minnesota Allowances and Additional wWithhobding

1 minnesota allowancoes. Enter Step F from Section 1 abowve or Step 10 of the Itemized Deductions Worksheat . . 1 o
2 additiomal Minmesota withholding you want deducted each pay period (seginstructons) . . . . ... ________.... 2 0.00
I certify that all information provided in Section I OR Seciton 2 is cowrect. | understand there is a 5500 penalty for [Tfling a false Form W-2840.
Empioyes's Signature Date Deytime Fhone
2020-02-03

Employees: Give the completed form to your employer.
Employers

See the employer instructions to determine if you must send a copy of this form to the Minnesota Department of Revenue. iIf required, enter your
information below and mail this form to the address in the instructions. (Incemplete forms are considered invalid.) We may assess a 350 penalty for
each required Form w-4rard not filed with us. Keep a copy for your records.

Ham= of Empiayer Fedeml Employer ID Mumb=r [FEIM] Mimnesctn Tax 1D Nember
MDUS Systemn Info Tech Services 461100838 2743787
Agdreszs City State ZIF Code

10th Floor, State Capitol Bismarck, ND 58505-0230

For Minnesota, select a Marital Status then you MUST select the box for either Section 1 or Section 2 to enter data.



