New York State Office of the State Comptroller
Bureau of State Payroll Services
NY Paid Family Leave

Update Employee Tax Data — Paid Family Leave Waiver

The PayServ implementation of the NY Paid Family Leave program has resulted in a new procedure to
updating eligible employees who may have applied for a waiver or do not meet the eligibility criteria as
defined in New York State Law for NY Paid Family Leave. Agency payroll officers will be required to
update the employee’s tax data to and from ‘Exempt’ if necessary.

e To review the Federal/State Tax Data Page go to Payroll for North America> Employee Pay
Data USA> Tax Information> Update Employee Tax Data.

e Enter the Empl ID (1) and the Company (2).

e Click Search (3).

Favovrites MainvMenu > Payroll for Nvorth america > Employes ng Data UsaA > Tax Infgrmation > Update Employes Tax Data

Update Employee Tax Data

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

" Find an Existing Value ~

Empl ID: | begins with v || "‘—12-'
Company: | begins with v | "——t
MNational 1D:| begins with » |
Name: begins with v ||
Last Name: | begins with v |

Include History
Lirmit the number of results to (up to 300): W

Search Clear Basic Search @E' Save Search Criteria

~
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The Employee Federal Tax Data Page is displayed.

To update the FLI Status for the employee, click the plus sign (4) to add a new effective dated
row. The Effective Date (5) field defaults to the current date. As long as this date is prior to the
check date that the change should be impacted in, there is not a need to update the date from

the current date.
e Click on the State Tax Data (6) tab.

= EEREVEV: I State Tax Data | ( Local Tax Data |

4
- 5 Person 1D: Ni
Company: NYS STATE OF NEW YORK (=]
*Effective Date: f2i082017 |15y
Updated By: Online Usr Date Last Updated:
*Special Withholding Tax Status: [ None v
*Tax Marital Status: Single
"] check here and select Single status if married but withholding at single rate.
Withholding Allowances: ,72
Additional Amount: $0.00
Additional Percentage: 0.000
*Earned Income Credit Status: | Mot applicable v |
¥ Exempt from FUT

' W-4 and W-5 Processing Status
¥ Lock-In Letter Details

State Tax Options
F Tax Treaty/Non-Resident Data

F W2-Reporting

[F) save | |[2hRetumtoSearch | | ] PreviusinList | 4] NextinList |  #¥ Refresh | /A UpdateDisplay | | =] include History |

Federal Tax Data | Siate Tax Data | Local Tax Data
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o [f the employee does have a waiver and does not meet the Paid Family Leave eligibility criteria,

update the *FLI Status (7) drop down to ‘Exempt’ so the employee no longer has the Paid Family
Leave deduction taken from future dated paychecks.

*FLI — Family Leave Insurance

" Eederal Tax Data State BE: 400 | ocal Tax Data |

o Person 1D: Ni
Find | Viewall First ! 1072 I Last

Company: NYS STATE OF NEW YORK Effective Date:  12/02/2017 (=]

State Information Find | View Al First
*State: IWQ New York =

Resident Ul Jurisdiction /
Non-Residency Statement Filed Exempt From SUT

*SDI Status: | Exempt v *FLI Status: | Exempt |

State Withholding Elements

*Special Withholding Tax Status: | None v |

*Tax Marital Status: |S ), |Single or Head of Household

P

Withholding Allowances: |72

Additional Amount: $0.00

Additional Percentage: 0.000

Additional Allowances: [ g

¥ Lock-In Letter Details

[F) save | |[ERetumioSearch | || PreviousinList | 4| MextinList | &3 Refresh | lUpdate
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If the employee does not have (or no longer has) a waiver and does not meet the Paid Family
Leave eligibility criteria, update the *FLI Status (8) drop down to ‘Not Applicable’ so the
employee is processed by the PayServ system and updated to Subject automatically based on
the eligibility criteria for the premium deduction.

*FLI — Family Leave Insurance

" Eederal Tax Data Stale Qe =0 Local Tax Data

e Person ID: M
Find | View All First 1of2 n Last
Company: NYS STATE OF NEW YORK Effective Date:  12/03/2017 =
State Information Find | View Al First
*State: MY Q Mew York El
Resident Ul Jurisdiction 8
Non-Residency Statement Filed ¥ Exempt From SUT
=Dl Status: | Exempt ¥ *FLI Status: | Mot Applicable v

State Withholding Elements

*Special Withholding Tax Status: | None v |

*Tax Marital Status: s Q, |Single or Head of Household
A

Withholding Allowances: ’72

Additional Amount: [ sood

Additional Percentage: [ 0000

Additional glowances: [ @

» Lock-". Letter Details

[Flsave | [EhRetumtoSearch || PreviousinList |+ NextinList |3 Refresh |

Federal Tax Data | State Tax Data | Local Tax Data

Save (9) the changes. The employee tax data is now updated.
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