State Tax Withholding

Introduction This guide provides the procedures on how to change a member’s State Tax

Withholding.

Information If you are changing a member’s Legal State of Residence for tax purposes, the
member must update their home address in self-service before proceeding.
This allows for the residence box to be checked upon saving in step 8.

Procedures See below.

Step

Action

1 Select the Maintain Tax Data USA link from the Active & Reserve Pay Shortcuts.

Active & Reserve Pay Shortcuts =

Dependent Information

ACIP
Sea Time Balances
Met Distribufion

Proxy Member for eResume

Email Address Direct Deposit

Proxy - Submit Absence Request “oluntary Deductions
SGLI + FSEL | Maintain Tax Data USA |
Accrue Pay Housing Allowance

Caost of Living Allowance

MGIB Enroliments
View Payslips (ADRSW)

Hire Applicant
Add Employment Instance

Job Data Medify a Person
Add a Person
2 Enter the member’s Empl 1D and then click Search.

Maintain Tax Data USA

.I -., I---. r.i. |'

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): W

Empl ID: [begins with w][1234567 |
Company: begins with

Name: begins with ||

Last Name: begins with ||

Second Last Name: begins with ||

Alternate Character Name:| pegins with ||

Uinclude History [ case sensitive

Clear |Basic Search E;{,E' Save Search Criteria

Continued on next page



State Tax Withholding, Continued

Procedures,
continued

Step
3

Action
The member’s current Federal Tax Data will display. A new row must be added
from the Federal Tax Data page in order to change the member’s State Tax
Data (adding a new row will not affect the member’s current Federal Tax
withholding). Click the plus button to add a new row. The Effective Date will
default to the current date but can be updated. Now click on the State Tax Data tab.

== ERE s Sl ( State Tax Data |

Joe Coastie ID: 1234567

Company Name: Active CG

Federal Tax Data

Find | View All First EI 1 of1
*Effective Date: [02/0472010 ] =]
~Tax Marital Status: [Single v
Withholding Allowances: | 0

This data was last updated by Online User on Mov 4, 2014
Special Tax Withholding
® MNone
O Do Not Maintain Taxable Gross and Do Not Withhold Tax
(O Maintain Taxable Gross; FWT Zero Unless Specified in "FWT Additional Withheolding™
Flagged For IRS

[1w4 Flagged for Transmission

‘W-4 Processing

@ None
) Notification Sent
) New W-4 Received

FWT Additional Withholding

Amount: |

Percentage:

Special Tax Other

[+ Exempt from FUTA [Juse Total Wage for Multi State

Lock-In Details

[ Letter Received Limit on Allowances: 0

Eamed Income Credit

*Eamed Income Credit: | Not Applicable v|
W_5 Processing

@ None
) Notification Sent
) New W-5 Received

[Fsave | [ohRetumtoSearch | | Notity

7] UpdateiDispiay | | i Include History

Continued on next page



State Tax Withholding, Continued

Procedures, continued

Step

Action

4

DO NOT ADD ANY ROWS ON THIS PAGE. It’s critical that a new row is
added from the Federal Tax Data tab (see Step 3). After adding a row from the
Federal Tax Data tab and then clicking on the State Tax Data tab, begin by entering
the member’s State. Then select the member’s SWT Marital Status. If the
member’s State has no State Withholding Tax, select N/A for the SWT Marital
Status. The Resident, Non Residency Statement Filed and Ul Jurisdiction blocks
will be grayed out and cannot be updated.

4] ]

Effective Date: 120102014 [+][=]

*State: FL @, | Name: Florida [+][=]

*SWT Marital Status: |N-".":\. V| Description: Mot applicable

Withholding Allowances: 1

+/ Resident
Non Residency Statement Filed
+ Ul Jurisdiction

Note 1: For AZ and MS residents, do not enter anything in the Withholding
Allowances. The withholdings for these states are entered in the Special Tax Other
section (Step 7).

Note 2: Some states have non-standard marital status codes (e.g. Not the same as
federal withholding codes). See page 5 for a listing of codes and descriptions.

Read the State Income Tax Withholding exceptions Direct Access Global Payroll -
State Tax Withholding Exceptions before making a selection. None and Maintain
Taxable Gross; SWT Zero unless specified in “SWT Additional Withholding”
can be used for rule numbers 2,3,4,5 and all states not listed elsewhere on the SITW
exceptions. The Do Not Maintain Taxable Gross and Do Not Withhold Tax
should only be used for rule numbers 1,4,5,6 and 7 on the SITW exceptions.

® None
() Do Not Maintain Taxable Gross and Do Not Withhold Tax
(C) Maintain Taxable Gross; SWT Zero unless specified in "SWT Additional Withholding”

Continued on next page


http://www.uscg.mil/PPC/gp/Deductions/State_Tax_Withholding_Exceptions.htm
http://www.uscg.mil/PPC/gp/Deductions/State_Tax_Withholding_Exceptions.htm

State Tax Withholding, Continued

Procedures, continued

Step Action

6 SWT Additional Withholding is used if the member would like extra State Tax
withheld. Enter an Amount or Percentage.

NOTE: If the state does not have a state tax then this section cannot be completed.
Amount: j
Percentage:

7 Special Tax Other is only applicable for members who claim residency in
Mississippi or Arizona. For MS residents, enter an amount in the MS Annual
Exemption Amount block. For AZ residents, a percentage will populate in the AZ
Percent of Taxable Gross block. Use the look up to change that percentage. All other
fields are not used in this section.

Special Tax Other
AZ Percent of Taxable Gross: SDI Status: | Not Applicable v|
MS Annual Exemption Amount: CA Wage Plan: [ State/State v
Additional Allowances: [ ] [ Exempt from SUI

8 The Lock-In Details and Earned Income Credit are both non applicable fields and

will not be used. Click Save.
[ Letter Received Limit on Allowances: I_U
Earned Income Credit: [Not Applicable v]
:E;\?‘REWmmSeﬁrch Emﬁff Updaie!&splay lemeHmw
Federal Tax Data | State Tax Data
9 Upon saving, this system error will appear. Click OK to saving, this system error will appear. Click OK to bypass this error.

‘Wamning — Resident check box is not selected (17281 ,356)

If the Resident check box is not selected, State Income Tax will not be calculated
for the employee.

I Cancel |

Continued on next page



State Tax Withholding, Continued

Non Standard
Marital Status

Some states have non-standard marital status codes (e.g. Not the same as
federal withholding codes). See page 4 for a listing of codes and descriptions.

Codes Refer to the appropriate state tax withholding form and instructions for more
information on using these codes:
STATE I\Sntzrtlzzl Description
AK N/A Not applicable
AL Married Married, and claim exemption for both yourself and your spouse( line 3 (a) from Alabama
from A-4)
AL H of House | Head of Household
AL Marr-Sep | Married claiming exemption for self only
AL No Exempt | Single or married but claiming no exemptions (filing status 0 on Alabama form A-4)
AL Single Single
AR Married-B | Married, claiming self
AR H-of-H-H Head of Household
AR Married-M | Married, claiming self and spouse
AR N/A Not applicable
AR No P No Personal Exemptions
Exempt
AR Single-S Single
AR Single-T Single (low income option)
AR Married-U | Married, claiming self and spouse (low income option)
AR H-of-H-Y Head of Household (low income option)
AS Married Married
AS Single Single
AZ N/A Not applicable
CA H-of-H Head of Household
CA Married Married (one income)
CA S/M-2 inc | Single, or Married with two or more incomes
co Married Married
co Single Single
Married or Civil Union, separate return or joint return with both spouses working and
cr M-Sep combined income less than Connecticut limit (Filing Status A)
CcT H-of-H Head of Household (Filing Status B)
CT M-Joint Married or Civil Union Filing Jointly (Filing Status C)
CcT No CT-W4 | Default - No Connecticut Form CT-W4 received from employee
CcT No Exempt | No Exemptions (Filing Status D)
CT Single Single (Filing Status F)




Marital

STATE Status Description

DC M-Sep Married filing separately

DC M/DP-Sep | Married/Domestic Partners filing separately on same form
DC H-of-H Head of Household

DC M/DP-Joint | Married/Domestic Partners filing jointly

DC Single Single

DE M-Sep Married, separate return

DE M-Joint Married, joint return

DE Single Single

FL N/A Not applicable

FM N/A Not Applicable

GA M-Both Married Filling Joint, both spouses working. Line 3, option B
GA M-Sep Married Filling Separate. Line 3, option D

GA H-of-H Head of Household. Line 3, option E

GA M-Joint Married Filling Joint, one spouse working. Line 3, option C
GA Single Single Allowance. Line 3, option A

GU Married Married

GU Single Single

HI Married Married

HI Single Single

IA Married Married

IA N/A Not applicable

1A Single Single

ID Married Married

ID Single Single

IL N/A Not applicable

IN N/A Not applicable

KS Married Married

KS Single Single

KY Married Married

KY N/A Not applicable

KY Single Single

LA Self+spous | Louisiana Form L-4 Line 6 =2

LA No Exempt | No exemption claimed ( Louisiana Form L-4 Line 6=0)
LA Self only Louisiana Form L-4 Line6=1
MA H-of-H Head of Household
MA Married Married
MA Single Single
MA M or S Bl Married or single taxpayer with 1 blind exemption
MA M-Both BL | Married exemption with two additional blind exemptions
MA H of H BI Claims Head of Household and Blind Exemption




Marital

STATE Status Description
MD N/A Not applicable
ME Married Married
ME Single Single
MH N/A Not Applicable
Ml No Form No Form Option (employee CANNOT be claimed as a dependent by another taxpayer)
MI N/A Not applicable
Ml No;g;m— No Form Option (employee CAN be claimed as a dependent by another taxpayer)
MN M-Sep Married, but withhold at higher Single rate
MN Married Married
MN Single Single; Married but legally separated; or Spouse is a nonresident alien
MO | M-Both wrk | Married, employee and spouse both work.
MO H-of-H Head of Household
MO Married Married
MO Single Single
MP Married Married
MP Single Single
MS M\;\I/S:T(th Married, both spouses working
MS H-of-F Head of Family
MS M-1 work | Married, one spouse working
MS Single Single
MT Married Married
MT Single Single
NC H-of-H Head of Household
NC Married Married or Qualifying Widow(er)
NC Single Single
ND Married Married
ND N/A Not Applicable
ND Single Single
NE Married Married
NE Single Single
NH N/A Not Applicable
NJ M-Sep Married filing separately (use Table A)
NJ Table C Use Rate Table C
NJ Table D Use Rate Table D
NJ Table E Use Rate Table E
NJ H-of-H Head of Household (use Table B)
NJ M-Joint Married filing jointly (use Table B)
NJ Single Single (use Table A)




Marital

STATE Status Description

NM Married Married

NM Single Single

NV N/A Not applicable

NY Married Married

NY Single Single or Head of Household

OH N/A Not applicable

OK M-Joint Married, joint return, use optional table
OK Married Married, use regular table

OK Single Single

OR Married Married

OR Single Single

PA N/A Not applicable

PR M-1/2 Married, claiming 1/2 of personal exemption
PR M-Both Married/Separated, claiming all of the personal exemption
PR Married Married

PR No Exempt | Claiming no personal exemption

PR Separated | Married filing separate

PR Single Single

PW N/A Not Applicable

RI Married Married

RI Single Single

SC N/A Not applicable

SD N/A Not applicable

TN N/A Not applicable

X N/A Not applicable

uT Married Married

uT Single Single

VA 65/ Blind | Age 65 or Blind

VA N/A Not applicable

Vi Married Married

\ Single Single

VT Married Married or Civil Union

VT N/A Not applicable

VT Single Single or Civil Union, but withhold at the higher Single rate
WA N/A Not applicable

Wi Married Married

Wi Single Single
wv 2 Earner Two Earner Percentage Method




Marital

STATE Status Description
Single, Head-of-Household, or Married with non-working spouse and receiving wages from
wv Lower Rate | only one job - withhold at lower tax rate. (This is from Line 5 of West Virginia Form WV/IT-
104.)
WY N/A Not applicable
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