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DISCLAIMER  
 

Written by MAXIMUS-ERP Solutions Group, March 2003 and revised by OMB, October 2006. 

 

This training manual is considered to be proprietary and confidential and may not be reproduced for any 

reason other than stated below without prior written consent of MAXIMUS-ERP Solutions Group.  

 

 

EXCLUSION  
 

 

This training manual has been prepared exclusively for the State of North Dakota PeopleSoft Project. 

Information contained within this document may be used by the State of North Dakota for the sole 

purpose of personnel training. Additional manuals may be reproduced and edited as needed for training. 

All other uses are prohibited without prior written consent from MAXIMUS-ERP Solutions Group. 

 

Copyright â 2003 MAXIMUS-ERP Solutions Group, Inc. All Rights Reserved. 
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ADDITIONAL PAY  
 

 

OVERVIEW  

PeopleSoft Additional Pay pages store information about recurring 

payments made to an employee by the State.  You have the ability to 

specify the amount of the payment, the frequency with which it will be 

paid, and the date or goal amount at which it should stop.  You can also 

specify an Account Code so the payment will hit specific GL chartfields.  

When the State creates Paysheets, additional pay records that are 

marked as OK to Pay, that have not reached the end date, or where the 

goal balance has not reached the goal amount will be added to the 

employeeôs Payline for payment on the employeeôs check.  These 

earnings will be located in the Other Earnings area of the Paysheet.  The 

State is using the additional pay pages for the following types of 

payments: 

 

¶ Unvouchered Expense (S32) 
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Navigation:  

Payroll for North America > Employee Pay Data USA > Create Additional 

Pay 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 
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PAYMENT DETAILS  

 

 

 

 

 

 

 

 

 

 

 

¶ Earnings Code - Type in a code or select it from the prompted list. 

¶ Effective Date - Check this date, as it defaults to the current date.  

Change it if necessary. 

¶ Addl Seq#  - Enter 1 in the field. 

¶ End Date  - Enter only if the payment should stop at some future 

date. 

¶ Rate Code  - The State is not using this field. 

¶ Reason ï Should be Not Specif 

¶ Earnings, Hours, Hourly Rate  - Enter as necessary, depending on 

the type of earnings being paid. 

¶ Goal Amount  - Enter only if you want to control the termination of 

the payment by amount instead of by the end date. 

¶ Goal Balance- only applicable if a goal amount is entered.  If goal 

amount is entered, goal balance is incremented by the payment 

amount each time the employee receives this payment.  When Goal 

Balance is equivalent to Goal Amount, the payment will automatically 

stop.   

¶ Sep Chk# - Enter a number (starting with 1) if the earnings should 

be paid on a separate check. 

¶ Disable Direct Deposit - Click the box if the earnings should not be 

included in the direct deposit advice but should be paid on a 

separate check. 

¶ Prorate Additional Pay - Click the box if you want the system to pay 

a prorated amount when the effective date falls in the middle of the 

pay period. 

¶ OK to Pay - Click to actually pay the earnings.   

 

Note - If you leave this box empty, the system WILL NOT include the 

earnings on the employeeôs check.  The default is unchecked, so you 

should remember to always look at this box. 
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¶ Applies to Pay Periods - The system will have checked the 

appropriate pay periods, assuming the earnings should pay on all 

periods.  Change this if necessary.   

 

 

JOB INFORMATION  

 

 

The system displays some basic information in the Default Job data 

area to help you understand the employeeôs Job record and 

compensation. 

 

In the Job Data override you can make changes to the employeeôs 

defaults if needed.   
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TAX INFORMATION  

 

 

Use the Tax Information to change any of the employeeôs default tax 

information if necessary. 

 

SCROLL AREAS  

You will notice that there are three scroll areas on the Additional Pay 

page.  Each area controls very different data and the combination of 

inserted rows is very important to proper payment. 

 

The Additional Pay scroll area contains the Earnings code to be paid.  

Inserting rows at this level will simply pay multiple earnings to the 

employee.  The Effective Date scroll area will control when the earnings 

begins.  The Payment Details scroll area controls how the earnings 

should pay on the specified effective date.   
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EXERCISES 
 

The following exercises are designed to review your understanding of the 

material contained in this manual. Please use the values provided in the 

exercise. The answers will be reviewed during class. 

 

EXERCISE 1 ï SETTING UP ADDITIONAL PAY  

1. Access the Additional Pay Data component for the employee you 

hired: EMPLID________________ 

2. Enter the earnings code of S32 

3. Enter the effective Date__01-01-03_________________ 

4. Additional Seq# = 1 

5. End date =__01-01-04__________ 

6. Earnings  =  $50.00 

7. OK to Pay = checked 

8. Save the record. 

 

EXERCISE 2 ï UPDATING ADDITIONAL P AY  

1. Insert an effective date row = __06-01-03___________ 

2. Additional Seq# = 1 

3. End date =____01-01-04_______________ 

4. Earnings  =  $70.00 

5. OK to Pay = checked 

6. Save the record. 
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DIRECT DEPOSIT PROCESSING 
 

OVERVIEW  

The State of North Dakota will be allowing each employee the option of 

direct deposit.  A maximum of three deposit accounts can be 

established, and the remainder may be issued as a check.  When an 

employee submits paperwork for direct deposit, the system will send a 

prenotification of the account and the Transit/routing number to the 

employeeôs bank.  The bank will attempt to process the information in 

order to simply validate the numbers.  If the bank can successfully 

prenote, the employeeôs funds will be deposited in the first payroll after 

this validation is successful.  If the bank cannot post the account 

information, it will notify the State, who will in turn requests the employee 

to submit new forms.  In the event that the bank cannot process the 

routing and/or account number, the employee will continue to receive a 

paper paycheck. 

 

Timing for the processing of new direct deposits and/or changes to 

existing direct deposits is driven by when the employee submits the 

information and when the prenote process is run by OMB.  For example, 

OMB processes payroll on a monthly basis, and a change to an 

employeeôs direct deposit account is received on 4/15/02.  In this case, 

Payroll and prenote for April has already been run. Therefore, prenote for 

this change would occur with the May payroll, and the employee would 

receive a paycheck for that pay period.  In June, the employee would 

begin receiving direct deposit according to the changes that were 

prenoted in May. 

 

Direct deposit information will be entered at the Agency Level.  

Therefore, it is critical that you understand how to properly add, maintain 

and terminate an employeeôs direct deposit data in PeopleSoft.   

 

Because the State offers self service to most employees the printing of 

DDP Advices has been stopped for these employees.  If your employee 

has been given access to self service please remember to mark the 

suppress DDP Advice print box. 
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ESTABLISHING EMPLOYEE DIRECT DEPOSIT  

Navigation:  

Main Menu > Payroll for North America > Employee Pay Data 

USA > Request Direct Deposit 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 
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DIRECT DEPOSIT PAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you receive direct deposit paperwork from an employee (make 

sure they are hired first), you can begin the process of defining the direct 

deposit details.  The employee should have included a cancelled check 

(not a deposit slip) with the routing/transit and account numbers along 

the bottom.  You will need to enter the correct digits for the Bank ID and 

the Account into the Direct deposit page 

 

Field specifics 

Effective Date Defaults to current date 

Status Defaults to active.  Change the status to 
Inactive if you need to stop the direct deposit. 

Suppress DDP Advice Print All employees with self service access should 
have this box checked.  If an employees 
requests that their Advice be printed then this 
box should not be checked. 
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Distribution Information 

Account Type Select an account type from the drop down list: Checking, 
Savings, and Issue Check.  The Checking and Savings 
account types will require Bank and Account data.  The 
Issue Check option will not require those fields to be filled 
in. 

Deposit Type In this drop-down box, choose Amount if the employee 
wants a fixed dollar amount to be deposited in this account. 

  In this drop-down box, choose Balance if the balance of an 
employee's pay is to be deposited in this account.  If the 
employee is electing to have the entire Net amount directly 
deposited into one account, you can use this option and not 
fill in any data in the %Net Pay/$ Amount fields. 

  In this drop-down box, choose Percent if the employee 
wants a specific percentage of his net pay to be deposited 
in this account.  

%Net Pay/$ Amount If the employee chose to use Amount in the Deposit Type 
field, enter a specific dollar amount here. If they chose a 
Percent in the Deposit Type field, enter a percent here. 

Bank ID Enter the Bank ID.  This is the 9-digit bank transit routing 
number found at the bottom left of the check.  This bank id 
number will be validated against the Stateôs bank table.  If 
the bank id you are trying to use is not in the table, you will 
need to notify OMB. 

  Note. You must enter a Bank ID and Account # for each 

Account Type that you indicate in the Account Type group 
Box. 

Account # Enter the employee's account number. This number is 
typically located in the bottom center of the check.  

Priority Enter a priority number for this direct deposit. During 
calculation, distributions are made to accounts in order of 
their priority numberðthe lower the priority number, the 
higher the priority. The system uses the priority if the 
employeeôs net check cannot cover all the deposit 
definitions.   

Prenotification Status 
and Prenote Date 

As discussed in the overview, in order to validate the Bank 
ID and Account numbers, the system creates a prenote 
status file the first time it processes direct deposits for each 
employee and displays the date of the most recent update 
here. 

Prenotification Reqd 

(prenotification required) 

Select this check box if prenotification is required.  The box 
is checked by default. For the State of North Dakota, 
prenote will always be required. 

This data was last 
updated by and Date 
last updated on 

This area will display information about the user and last 
time the data was updated.  Payroll employee can only 
access the data through the Direct deposit page online.  
The system can access the information when it runs payroll, 
making changes to prenote dates and status. 
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ERROR MESSAGES 

If you indicate that the direct deposit is going into a Checking or Savings 

account in the Account Type Group box, you must complete the Bank 

and Account numbers.  This makes sense, since the system needs to 

know that data to properly direct the funding to the employeeôs bank and 

account!  If you forget to fill in either one or both of these fields, the 

system will issues the following error message: 

 

 
 

EXERCISES 
The following exercises are designed to review your understanding of the 

material contained in this section of the Payroll manual. Please use the 

values provided in the exercise. The answers will be reviewed during 

class. 

 

EXERCISE 1 ï ENTERING DIRECT DEPOSIT DATA 

FOR A NEW HIRE EMPLOYEE  

An employee who was just hired by the State wants to have her entire 

net pay directly deposited into her checking account. 
 

Use your newly hired employee for this example. Access the Direct 

Deposit Data page and enter the employee ID__________ 

1. Enter an Effective Date of__01-15-03___________ 

2. Set the Effective Status to Active  

3. Enter a priority of 1 

4. Enter a sample Bank ID of   __053000196______________ 

5. Enter a sample Account#  ______________________ 
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6. Select Balance from the Deposit Type drop down box 

Do you need to specify any data in the %Net Pay/$ Amount fields? 

7. Choose Checking in the Account type Group Box 

8. Note that the Prenotification Reqd check box is checked. 

9. Click  to save your changes 

 

EXERCISE 2 ï ADDING A SAVINGS DIRECT 

DEPOSIT AMOUNT FOR AN  EXISTING EMPLOYEE  

Two months later, the above employee decides he wants to change his 

direct deposit options. He wants to begin depositing $125.00 per period 

into a Savings Account, and receive the remainder in a check. 
 

Access the Direct Deposit Data page and enter the employee 

ID______________. View the current effective dated row. 

1. Insert a row in the Deposit Information scroll area.  The previous 

row of data will copy down and show in the Distribution 

Information scroll area. 

2. Change the Effective Date to_09-01-06____________ 

3. Set the Effective Status to Active  

4. Leave the priority set to 1 

5. Delete the existing Bank ID number and select a new one. To see a 

selection of valid choices, click on the magnifying glass icon 

6. Enter the new Savings Account #  

7. Select Amount from the Deposit Type drop down box 
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8. Specify 125.00 in the $ Amount field (The second box) 

9. Choose Savings in the Account type Group Box 

10. Make sure the Prenotification Reqd check box is checked 

11. Insert a row in the Distribution Information Scroll Area by clicking 

 

12. Enter a priority of 2 

13. Select Balance from the Deposit Type drop down box 

14. Choose Issue Check in the Account type Group Box 

15. Turn the Prenotification Required check box off (un-check it) 

16. Click the Suppress DDP Advice Print check box.  By checking this 

box, the employeeôs advice information will be printed on their check 

stub.  The employee will only receive a paycheck rather than a check 

and advice, but distribution information for both will be contained on 

the check stub.  

17. Click  to save your changes 
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EXERCISE 3 ï UPDATING DIRECT DEPOSIT DATA 

FOR AN EXISTING EMPLOYEE  

Three months after this, your employee decides that having the majority 

of his pay in a check is inconvenient.  He decides to stop his savings 

deposit, get a check for $300.00 per period, and have the remainder go 

into his original checking direct deposit account. 

Access the Direct Deposit Data page and enter the employee 

ID______________ 

a. You should see an effective-dated row of 4-1-03 

1. Insert a row in the Deposit Information Scroll Area 

2. Change the effective date to___7-1-03______ 

a. The old rows will copy down and show in the Distribution 

Information scroll area 

3. Leave the Priority on the first copied row as 1.   

4. Delete the Bank ID and Account Number.   

5. Select Amount from the Deposit Type drop down box.  Specify 

300.00 in the $ Amount field (The second box). 

6. Choose Issue Check in the Account type Group Box. 

7. Turn off the Prenotification Required check box.(un-check it) 

a. This will tell the system to now deposit the balance after the 

$300.00 comes out into the Direct deposit account 

8. Insert a row in the Distribution Information scroll area 

9. Enter a priority of 2. 
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10. Input Bank ID.  For a selection of valid choices, click on the 

magnifying glass. 

11.  Input the Account Number.  

12. Select Balance from the Deposit Type drop down box 

13. Choose Checking in the Account type Group Box 

14. Make sure the Prenotification Required check box is turned on. 

15. Click the Suppress DDP Advice Print check box.  By checking this 

box, the employeeôs advice information will be printed on their check 

stub.  The employee will only receive a paycheck rather than a check 

and advice, but distribution information for both will be contained on 

the check stub.  

16. Click  to save your changes 
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PAYROLL GENERAL DEDUCTIONS  
 

OVERVIEW  

Use the General Deduction Data page to assign general (nonbenefit-

related) deductions to an employee and to define the calculation method. 

When a new employee is hired, all employees will be enrolled, by 

OMB in the general deduction section 125 admin fee, deduction 

code S00901.  The deduction calculation routine is ñdefault to 

deduction tableò with no flat amount or goal amount.  This 

deduction is used to calculate the employerôs FICA portion of the 

employeeôs flexed deductions, which is used for the administration 

of the flex comp program.  This is an employer paid benefit, and 

does not affect the employeeôs pay.   

The general deduction for NDPEA, S00646, should be entered with a 

deduction calculation routine of flat amount and the flat/addôt 

amount field should be left blank. A special process is run to 

populate this field monthly based on the employeeôs gross pay and 

the maximum and minimum deduction allowed. 

In this section, we discuss how to: 

¶ Specify the calculation method for a general deduction. 

¶ Override deduction settings for an employee. 

 

Navigation: 

Main Menu > Payroll for North America > Employee Pay Data > 

Deductions > Create General Deductions 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 
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GENERAL DEDUCTION DATA  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

General Deduction 

Deduction Code Select the code for the general deduction the system should 
take for this employee. The prompt table lists only those 
deductions defined for the employee's company on the 
Company General Deductions page (Higher Educationôs 
deductions codes begin with an ñHò and the Stateôs begin with 
an ñSò).  The State has grouped the general deduction codes as 
follows: 

¶ S00100ôs: Flex Deductions 

¶ S00200ôs: Insurances 

¶ S00300ôs: Tax Shelter Annuities 

¶ S00400ôs: Garnishments 

¶ S00500ôs: Dental and Vision 

¶ S00600ôs: Dues 

¶ S00700ôs: Other Deductions 

¶ S00800ôs: United Way Deductions 

¶ S00900ôs: Employer ñdeductionsò 

 

Deduction Details 

Effective Date This should be the first of the month of the wages the 
deduction should be taken against.  If you would like the 
deduction to begin for the August paid September 1

st
 

paycheck the date should be August 1
st
. 
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Take on all Paygroups This option applies only to employees who have jobs in 
more than one pay group. The State will not be combining 
earnings from multiple jobs that are paid on the same pay 
run, but instead the employee will receive two checks.  
The system will take the deduction only when the 
employeeôs primary paygroup is paid if this flag is 
checked off.  If it is checked on, the system will take the 
deduction from all jobs where the deduction is active. 

Deduction Calculation 
Routine 

The Deduction Calculation Routine determines how a 
deduction is calculated for an employee. 

  Select Default to Deduction Table to use the deduction 
calculation routine specified on the Deduction Table. If 
you select this option, the system takes the amount or 
percent from the Deduction Table; thus, the Flat/Addl 
Amount (flat/additional amount) field and the Deduction 
Rate or % field on this page is not available for entry. 
General Deduction codes that default to the deduction 
table are: 

¶ S00121 Flex Denticare-single 

¶ S00126 Flex Denticare-one dependent 

¶ S00131 Flex Denticare-family 

¶ S00510 Denticare-single 

¶ S00520 Denticare-one dependent 

¶ S00530 Denticare-family 

¶ S00601 AFSCME 

¶ S00616 INDSEA 

¶ S00621 IAPES 

¶ S00622 IAPES Additional 

¶ S00651 ND Troopers Association 

 

Deduction End Date This date should be the first of the month of the month 
that you do not want this deduction taken anymore.  For 
example if you do want the deduction taken on the wages 
for December paid January 2

nd
 then use the date of 

December 1
st
.  

Deduction Rate or % This field is not being used by the State. 

Loan Interest % This field is not being used by the State. 

Flat/Addl Amount Depending on the value you select for the Deduction 
Calculation Routine field, you may need to enter a flat or 
additional amount in this field.  

 Note. The system maintains the maximum yearly 
deduction amount for the deduction in the Deduction 
Table. The system checks this maximum before 
processing the deduction during the Pay Calculation 
process. 
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Goal Amount Enter the limit for the total amount of the deduction. After 
this goal is met, the deduction ends. However, if there is a 
maximum yearly deduction, and the maximum has been 
reached, the system does not take the deduction, 
regardless of whether the goal amount has been reached. 
For example, if the maximum yearly deduction amount 
allowed for United Way is $80, and an employee's goal 
amount for United Way is $100, the system stops taking 
the deduction when $80 is reached. 

Current Goal Balance Displays the total amount taken to date from the 
employee's pay for this deduction. The system updates 
this amount after every payroll run, during the Pay 
Confirmation process. When the Current Goal Balance 
equals the Goal Amount for this deduction, the system 
automatically stops taking the deduction. If you want the 
deduction to start again, you must increase the Goal 
Amount to the new total to be deducted.  

Ded. stopped by Self 
Serv User 

If the employee stops a voluntary deduction using the 
Voluntary Deduction Update self-service Web application, 
the system will automatically select this check box.  Note:  
The State is not yet using this functionality of 
employee Payroll Self Service 

This data was last 
updated by, On 

Each time the general deduction is updated, the system 
indicates whether an Online operator or a self-service 
Web user made the update, and it displays the date of the 
most recent update. Online operators can update online 
using the General Deduction Data page. The employee, 
also known as the Web user, can update using the 
Voluntary Deduction self-service application. 

Note: The State is not yet using employee Payroll Self 
Service. 

 

 



   
 
 
 
  State of North Dakota 

 24 

EXERCISES 
 

The following exercises are designed to review your understanding of the 

material contained in this section of the Payroll manual. Please use the 

values provided in the exercise. The answers will be reviewed during 

class. 

 

EXERCISE 1 ï ENTERING A GENERAL  

DEDUCTION FOR A NEW HIRE EMPLOYEE  
 

Access the General Deduction Data page and enter your newly hired 

employee ID______________ 

1. Enter the Deduction Code of S00731: Missouri Valley YMCA-

Bismarck (If you are adding a general deduction for a current 

employee then you must add a new row.) 

2. Enter an Effective Date of__2-1-03___________ 

3. Change the Deduction Calculation routine to Flat Amount 

4. Enter a Flat Amount of __10.00______________ 

5. Click  to save your work. 

Question ï When will this deduction stop? Why? 
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EXERCISE 2 ï UPDATING A CHARITY 

DEDUCTION FOR AN EXISTING EMPLOYEE  

Two months later, your employee turns in a request to increase her 

YMCA Deduction to $20.00 effective immediately.  She only wants this 

increased amount to run through the end of 2003.  As of 2004, she wants 

to reduce the deducted amount to $10.00 again but still continue the 

deduction. 

1. Access the General Deduction Data page and enter your employee 

ID______________ 

2. Locate the General deduction Scroll area, and find the Deduction 

Code of S00731 Missouri Valley YMCA Bismarck 

3. Insert a row in the Deduction Details scroll area by clicking the  

button 

4. Change the effective date to 4-1-03. 

5. Leave the Deduction Calculation routine as Flat Amount 

6. Change the Flat Amount to $20.00 

7. Enter the Deduction End date of 12/31/2003 

8. Insert ANOTHER row in the Deduction Details scroll area by 

clicking the  button 

9. Change the Effective Date to 01/01/2004 

10. The Deduction Calculation routine should be Flat Amount, just like 

the row before. 

11. Change the Flat Amount to $10.00 

12. Click    to save your work. 
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EMPLOYEE TAX DISTRIBUTION 
 

OVERVIEW  

 

This chapter defines the tax distribution component and explains how to 

setup an employeeôs tax distribution.  

 

OBJECTIVES  

 

After completing this section, you will be able to: 

 

1. Understand what the tax distribution component is used for. 

 

2. Set up an employeeôs tax distribution. 
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EMPLOYEE TAX DISTRIB UTION DATA  

 

PeopleSoft automatically creates the Employee Tax Distribution Data 

page during the hire process.  The system defaults state/provincial and 

local tax data to the Tax Distribution page using the Tax Location ID 

specified on the employeeôs Job Data record and the corresponding 

information on the Tax Location Table. Every employee must have at 

least one Tax Distribution record. 

 

Navigate:  

Main Menu > Payroll for North America > Employee Pay Data USA >  

Tax Information> Update Tax Distribution 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 
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The following Employeeôs Tax Distribution page now displays: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This panel is automatically created with the hire process, however this 

panel should be viewed to make sure that the correct locality has been 

populated. 

 

The employeeôs name appears right under Employee Tax Distribution. 

 

ID - The employee's identification number displays here. 

 

Empl Rcd# (employee record number) - The employee's record 

number displays here. 

 

TAX DISTRIBUTION SECTION  

 

Effective Date ï Since this page is automatically populated during the 

hire process, this will be the same as the date of hire.  This date should 

not be changed.  

 

Country - The default country established displays here. 

 

Insert Pre-filled Tax Location - Select this check box to make the 

system automatically: 

 

Á Search for the employee's job record for the Tax Location Code. 

Á Determine all states/provinces and localities associated with that 

code. 

Á Create the appropriate number of tax distribution rows. 
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Note:  The system will only insert records that have been set up on the 

Local Tax Data page (See Employee Tax Data section). 

 

If you use this option, simply enter the percentage of time the employee 

works at each location listed. 

 

 

STATES/LOCALITIES SECTION  

 

State - Enter the state in which the employee works. 

 

Locality ï N/A.  No locality taxes in ND or MN. 

 

Distribution % - Enter the percent of the employee's time or earnings 

that apply to the selected state/locality in the State and Locality field(s). 

This tax distribution is for work location-based taxes only; this does not 

include resident-based taxes. If the employee works in one state or 

locality, the Distribution % should be 100 for that row. However, if an 

employee is hired or transferred into a tax location that represents more 

than one state or locality, you must distribute taxes among the different 

states or localities. All the percentages must total 100%. You cannot 

save the page until the Distribution % values total 100%. 

 

 

Note: You can distribute taxes for salaried and exempt hourly employees 

only. 
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EMPLOYEE TAX DATA  
 

OVERVIEW  

 

This chapter defines the employee tax data component and explains how 

to setup an employeeôs tax data.  

 

OBJECTIVES  

After completing this section, you will be able to: 

 

1. Understand how the employee tax data component is used. 

 

2. Set up an  employeeôs tax data. 
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EMPLOYEE  TAX DATA  

 

The Tax Data panels are used to record and maintain federal, state and 

local tax information that PeopleSoft will use to calculate taxes for 

employees. 

 

Navigate:  

Main Menu > Payroll for North America > Employee Pay Data USA >  

Tax Information > Update Employee Tax Data 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 
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The Employeeôs Tax Data ï Federal Tax Data page will appear: 
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FEDERAL TAX DATA  

Note: The Federal, State, and Local Tax Data pages are a set of 
ñchainedò pages. This means that you will have to always insert a row on 
the Federal Tax Data page regardless of the type of tax change you are 
making. This does not mean that you have to always change federal tax 
data if the change is only to State tax data, but you will start such a 
transaction by inserting a row on the federal tax data page first.  You 
should notice that the effective date field is only enterable on the Federal 

Tax page and is display only on the State and Local pages. 

 

Use the Federal Tax Data page to record and maintain the federal tax 

information that is used by the system to calculate federal taxes for 

employees. Federal taxes include Federal Income Tax and FICA.  

 

The employeeôs name appears under the Federal Tax Data tab. 

 

Person ID - The employee's identification number displays here. 

 

Company ï ND for State of North Dakota 

 

Effective Date ï Since this page is automatically populated during the 

hire process, the date will be the same as the date of hire.  For a new 

hire, insert a new row with the effective date of the day after the hire date 

even though the employeeôs tax status maybe S and allowances are 0 

(the default) to signify that you have reviewed the employeeôs tax data. 

 

This data last updated by -This display-only field indicates whether the 

employee's federal tax data was last updated by an online system 

operator or by a Web user, using the PeopleSoft Self-Service Web 

Application. The date of the most recent update displays here. 

 

Exempt from FUT- defaults to checked 

 

Use Total Wage for Multi-State- Select this check box to use taxable 
wages from all work states in the calculation of state taxes.  Not 
applicable when wages are all earned in one state. 
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SPECIAL TAX WITHHOLDING STATUS SECTION  

Select one from the following: 

 

None ï (Default) Select None if no special tax status exists. Under this 

option, the system will calculate federal withholding tax based on the 

employee's gross, marital status, and withholding allowances.  

 

 Note: If you select this option, and you specify an amount or percentage 

in the Additional Withholding group box, the system will calculate taxes 

based on the information in the tax table plus the indicated additional 

withholding. 

 

Maintain Taxable Gross - Select Maintain Taxable Gross to override 

the normal tax calculation with the flat amount or percentage indicated in 

the Additional Withholding Amount or Percentage fields. Then the 

system determines taxable gross for FWT, using the individual earnings 

an employee is paid. The tax withheld then becomes either a flat amount 

or a percentage of the Federal Taxable wages. 

 

Note: Use this option for employees who claim exempt status on their 

W-4 form. 

 

Do Not Maintain Taxable Gross and Do Not Withhold Tax -Select Do 

Not Maintain Taxable Gross and Do Not Withhold Tax to indicate that the 

federal withholding taxes will not be withheld from the employee's pay. 

Additionally, the Federal Taxable gross balance will not reflect the pay an 

employee receives.  Since selecting this option causes the system to 

NOT tax AND to not maintain balance information, this option should 

NEVER be used. 

 

Tax Treaty/NR Data - Select Non-Resident Alien if the employee is to be 

taxed as a non-resident alien. This case usually arises as a result of a 

tax treaty agreement between the United States and the non-resident 

alien's country of citizenship.  
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FLAGGED FOR IRS  

W-4 Flagged for Transmission - This is used with the W-4 Business 

Process Designer run at year-end to identify employees who must 

submit new forms in order to retain their Exempt status. 

 

FEDERAL WITHHOLDING STATUS 

Tax Marital Status ï Use this field to reflect the employeeôs marital 

status for federal withholding taxes, as indicated on the submitted form 

W-4. 

 

Withholding Allowance ï Defaults to ñ0ò. This field is used to enter the 

number of allowances that the employee claims for federal withholding 

tax purposes. This number should match the number on the employee's 

W-4 form.   

 

If married, but withholding at single rate, select Single status and 

check here.  - Check this box if this applies. 

 

FWT  ADDITIONAL WITHHOLDING   

Use the Amount and Percentage fields to indicate that additional FWT 

taxes are to be taken. You can specify both an amount and a 

percentage, if appropriate. The effect of this field depends on the option 

you select in the Special Tax Withholding Status group box. 

 

Amount - Enter an additional flat amount to be withheld. 

 

Percentage - Enter an additional percentage to be withheld. 

 

LOCK-IN DETAILS  

Letter Received - Select this check box if a letter has been received 

from the IRS specifying the allowances an employee is allowed to take. 

(Defaults to blank) 

 

Limit on Allowance - Enter the maximum number of allowances 

possible. The value that you enter in Withholding Allowances cannot 

exceed the value you enter in this field.  

 

EARNED INCOME CREDIT SECTION  

Earned Income Credit is a payment from the government that is available 

to individuals who meet a number of qualifications related to family and 

income status. Employees can choose to receive advance Earned 

Income Credit payments with each paycheck, by filling out Form W-5. 
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Select one from the following: 

 

Not applicable ï (Default) Select Not applicable if the employee is not 

eligible for this credit. No payment will be made. 

Single, or Head of Household - Select Single, or Head of Household 

filing if the employee is eligible for the credit and is single or head of 

household. 

Married without spouse filing - Select Married without spouse filing if 

the employee is eligible for the credit and is married without the spouse 

filing. 

Married with both spouses filing - Select Married with both spouses 

filing if the employee is eligible for the credit and is married with both 

spouses filing. 

 

Note: The payment amounts are determined by rates on the 

Federal/State Tax Table under $E.  

 

W-5 Processing Status - This is used with the W-5 Business Process 

Designer that is run at year-end to identify employees who must submit 

new forms in order to retain their Advanced Earned Income Credit status.   

 

Select one from the following: 

 

None - Select if W-5 processing is not applicable to the employee. 

Notification Sent - Select Notification Sent to indicate that the employee 

has been notified to submit a new Form W-5.  

New W-5 Received - Select New W-5 Received to indicate that a new 

Form W-5 has been received. 
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Click on the State Tax Data tab. 

 

The following employeeôs State Tax Data page now displays: 

 

STATE TAX DATA  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the State Tax Data page to record and maintain state tax 

information that the system will use to calculate state taxes for 

employees.  

 

If the employee works for multiple companies, the tax data is defined by 

company. If the employee works in multiple states or lives in a state 

other than the state of employment, each state must be identified on 

these pages.  
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State ï ND; employees who reside in a state other than ND will have a 

row for their residence state and for ND. 

 

Resident ï Select this check box if the state selected in the State field is 

the state of residence. 

 

Non-Residency Statement Filed ï Check if you have received this 

statement from the employee. 

 

UI Jurisdiction (unemployment insurance jurisdiction) ï Identifies 

the state as the work state.  Select this check box if the state selected in 

the State field is the work state. Your employees will always have this 

box checked on the ND row. 

 

 

NOTE: If an employee lives in one state and works in another, the 

Resident check box will be marked for the resident state, and the UI 

Jurisdiction box will be marked for the work state.  The work state is 

defined by the Tax Location code assigned on the employees Job 

Record. For most employees, the resident state and the work state will 

be the same, and therefore both will be marked. 

 

EXAMPLES  

For an employee who resides in ND and ND is the work state, the 

employeeôs state tax data information should appear as follows: 
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A row is inserted for ND and the Resident box and UI Jurisdiction box is 

checked. 

 

For an employee who resides in MN and wants MN taxes withheld and 

ND is the work state, the employeeôs state tax data information should 

appear as follows: 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A row is inserted for MN and the Residence box is checked and a row is 

inserted for ND and the UI Jurisdiction box is checked. 

 

For an employee who resides in MN and does not want either MN or ND 

taxes withheld and ND is the work state, the employeeôs state tax data 

information should appear as follows: 
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A row is inserted for MN and the Residence box is checked and a row is 

inserted for ND and the UI Jurisdiction box is checked.  The Maintain 

gross taxable; SWT will be zero unless specified in óAdditional 

Withholdingô below dial is checked on both the MN and ND row. 

 

 

 

SPECIAL TAX STATUS 

Select one from the following options: 

 

None ï (Default) Select if no special tax status exists. Under this option, 

the system will calculate state withholding tax based on the employee's 

gross, marital status, and withholding allowances. If you select None in 

the Special Tax Status group box and you specify an amount or a 
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percentage in the Additional Amount Adjustment group box, the system 

will calculate taxes based on the information in the tax table and the 

indicated additional withholding. 

 

Maintain Gross Taxable - to override the normal tax calculation with an 

amount or a percentage indicated in the Additional Amount Adjustment 

group box. The tax withheld then becomes either the flat amount or a 

percentage of the taxable wages.  

 

Note: Use this option for employees claiming Exempt status on the W-4 

form. 

 

Do Not Maintain Taxable Gross and Do Not Withhold Tax ïSelect Do 

Not Maintain Taxable Gross and Do Not Withhold Tax to indicate that the 

state withholding taxes will not be withheld from the employee's pay.  

Additionally, the State taxable gross balance will not reflect the pay an 

employee receives.  Since selecting this option causes the system to 

NOT tax AND to not maintain balance information, this option should 

NEVER be used. 

 

Non-Resident Alien; Fed Rules ï select the check box to tell the 

system to calculate state taxes using the same treaty rule as used for 

federal tax calculations. This option is valid only when the Non-Resident 

Alien option is selected for Federal Taxes. 

 

SWT Marital/Tax Status (state withholding tax marital/tax status) ï 

Use this field to reflect the employeeôs marital status for state withholding 

taxes, as indicated on the submitted form W-4. 

 

Withholding Allowances ï Defaults to ó0ô. 

This field is used to enter the number of allowances that the employee 

claims for state withholding tax purposes and should match the number 

on the employee's W-4 Form.  If an employee claims more the 5 

allowances an error message will appear.  This message can be ignored. 
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ADDITIONAL AMOUNT ADJUSTMENT  

The Amount and Percentage fields operate exactly as they do on the 

Federal Tax Data page. 

 

Amount - Enter an additional flat amount to withhold. 

 

Increase/Decrease ï Select increase for an increase to withholding and 

decrease to lower the tax withholding by the given amount or percent. 

 

Percentage - Enter an additional percentage to withhold. The additional 

withholding is calculated by taking a percentage of the taxable wages. 

 

LOCK-IN DETAILS  

 

Letter Received - Select this check box if a letter has been received 

from the IRS specifying the allowances an employee is allowed to take. 

(Defaults to blank) 

 

Limit on Allowance - Enter the maximum number of allowances 

possible. The value that you enter in Withholding Allowances cannot 

exceed the value you enter in this field.  

 

EXEMPT FROM SUT  

 

This field is used for state unemployment and should be checked if the 

employee is to be exempt from state unemployment tax. 

 

CALIFORNIA WAGE PLAN CODE 

 

This field is not being used. 
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  EXERCISES 
 

The following exercises are designed to review your understanding of the 

material contained in this section of the Payroll manual. Please use the 

values provided in the exercise. The answers will be reviewed during 

class. 

 

EXERCISE 1 ï ENTERING FEDERAL TAX DATA 

FOR A NEW HIRE EMPLOYEE  

A new hire employee has completed her W-4 form.  You have completed 

the hire process and now need to update her Tax data.  She resides in 

ND.   

1. Access the Employee Tax Data page for your newly hired 

employee________________________ 

2. Insert a row with an effective date one day after the existing (hire) 

row. (Even if the employee is claiming single and zero). 

3. Choose the Tax Marital Status of Married 

4. Enter 2 in the Withholding Allowances field 

5. In the FWT Additional Amount group box, enter a flat amount of 

$30.00 

6. Click on the State Tax data tab to move to that page 

7. The State should be defaulted to ND 

8. The Resident check box should be selected 

9. In the SWT Marital Status field enter M for Married 

10. Enter 2 in the Withholding Allowances field 

11. Click  to save your changes. 
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EXERCISE 2 ï UPDATING STATE TAX DATA  

Your employee has completed a new W-4 form.  She wants to change 

the additional amount for state tax.     

1. Access the Employee Tax Data page for 

employee________________________ 

2. On the Federal Tax data page, insert a row at the effective Date 

scroll area. 

a. Why did you start on this page and not on the State tax data page? 

3. Change the effective date to ___9-1-06____________, the date the 

employee wrote on the   W-4. 

4. Click on the State Tax data tab to move to that page 

5. Enter the new additional amount in the Additional Amount 

Adjustment Amount field. 

6. Click  to save your changes. 
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GARNISHMENTS 
Garnishment processing for the State of North Dakota is a Central 

Payroll function.   If your agency receives any documentation related to 

employee garnishments, it should be forwarded to the central payroll 

office immediately.   

 

Information related to garnishment processing is stored in the 

Garnishment Specification Data pages.  This data will be entered and 

maintained by Central Payroll.  At the agency level, you will have VIEW 

ONLY access to this information.  You may locate this data by using the 

following navigation path:  

 

Navigate: 

Main Menu > Payroll for North America > Employee Pay Data USA > 

Deductions> Create Garnishments  

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

To inquire about existing garnishment balance information, you may 

select the Garnishment Balances page.  Locate this data by using the 

following navigation path: 

 

Navigate: 
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Main Menu > Payroll for North America> Periodic Payroll Events USA > 

Balance Review > Garnishments 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 
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PAYROLL DATA  
OVERVIEW  

 

This chapter defines the Payroll Data component and  

explains the procedures in updating an employeeôs  

payroll data. 

 

OBJECTIVES  

 

After completing this section, you will be able to: 

 

1. Understand what the Payroll Data component is used for. 

 

2. Update Payroll Data for an employee. 
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PAYROLL DATA  

 

In addition to the required information stored on the pages in the 

Maintain Payroll Data window, you may want to complete the optional 

Payroll Data pages in the same window.  

 

Note: All pages in the Payroll Data component are not required for 

payroll processing, with the exception of multiple jobs processing, when 

the single check option has been selected.  The State does not use the 

single check option at this time. 

 

Navigate:  

Main Menu > Payroll for North America > Employee Pay Data USA > 

Update Payroll Options 

 

The search page requires you to enter criteria so PeopleSoft can locate 

the employee information in the database.  If you know the employee ID, 

enter it in the first field.  If you do not know the ID, you can use the 

employeeôs first or last name to narrow the search and pick the right ID 

from the list returned.  Your security access will determine whether or not 

you have the ability to correct history, update data, or view only. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


