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Choosing arole

You may have two roles in the system. To manage the Withholding process, select
Payroll Specialist.

(The Employer User role is to submit reimbursement for training, and keep Employee List

up to date with who is active in the project.)

Using the dashboard

When you login, you can use the dashboard to choose the project
you want to work on, then see information about Withholding and
get some status about training reimbursement dollars as well.

Cer ficate Number used
to E-file with the State

Use the drop-down to
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Laborshed Wages

Click on the Laborshed Wages link in the dashboard for a
popup that will show the wages in your location(s) that
determine whether a position is withheld at NJC 1.5% or

the supplemental SJC 1.5% (total 3%).
\

fAdding a Withholding period

e N CompanyTest v 7 !
#; Sl Defaul Empioyer Ei=t Defaull Projecy
Empicyar rama; Comgdsy Tesl Brojadt Cody: TESTT CAnSCES Numpe: 2018-TESTAX Laporsned Bapes
Elar] Db [FHr1QS0IR End Dale 13312037 Frojed Headoown ™ Lock Anhitipmed Project Headcount: A
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Click Add New Withholding then choose
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dates in calendar for the period you are

diver ng on.

Can be pay period, month, or quarter.
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!}’Once dates are entered, the period you are working on opens, automatically. If you
I have NO employees entered yet for your project your screen looks like this. There are

| two ways to enter employees. You can enter them through the reimbursement side as a
| bulk upload or individually here, using the green button.

Emplover Name: Company Test

Proiect Code: TEST?

e ber 18-T TXX Laborshed Waages
Start Date: 01/10/2018 Ena Date: 12/31/2027 Project Heaacount": LOCK.

Anticipatea Project Headacount: 8

Withholding Periods:

G
L

Wmﬂ Template and Encryption Tool [A Instructions Excel File:

Choose File | No file chos:

H
Using the green i [ The blue button is for |
= Uourhy
button lets you add | ate | adding people to
employees to the list : = withhold on ONLY.
L Cert #: 2019-TESTXX Total:
on the training side THEY WILL NOT BE
too. \/7 N\ DOING TRAINING
5 Click the green button to get a pop up
\_ J WITH PROJECT
to enter new employees who will do
FUNDS. More on that
training in the project. Entering the later
Add Employees hourly rate will calculate the \ . )
withholding rate based on the la- _
= \borshed wage for their location.
il I Y
=
1 102 Severus Snape Director, HR 885556575 NO v 12/01/2017 4465 7144 3 v 260E 7 u
. 0,
[+
2 3 Hermione Grangar Researcher I 656337897 No v | 12042007 2963 3 A 260E f n
1)
. . +]
3 | 100 Ron Weasley Accourtent | 385677378) Click the blue plus sign to add another employee. x|
9]
Click the red x to delete that line.
Click the green locator sign to choose which
location that employee belongs to (if applicable).
Select Location & Laborshed Wage *
Location Laborshed Wage
Main Location 24.27 Use radio button to
Branch 2 1872 [ o choose location if

| needed

1
|
|
|



Adding Wages—Individually

When adding a new withholding period, active employees will auto-
matically populate. You will need to add their gross wages for that
period. You can do that two ways: individually, or in an upload.

/’

To individually add Gross Wages for the withholding period, just click the

underlined $0.00 of the employee and type in their wages. Click the

check mark to save. The Withholding Amount will calculate automatically.

Employees:
+4i Eaploye To Py For T

+ iy e Vi O

k= Dovnload Gross 'Wages Import Tempiate and Encryption Took [Ainstructions

Excel File: | Choose File | o file chosen

(v

ou will see employ-
ees split into NJC
(1.5%) and SJIC—
supplemental 1.5%
(3%) groups. Those
who are at the higher
rate are shaded yel-
low, and will be in
both groups. Click the
next page arrow to
see the rest of the
employees in that

group.

.

Total Employees: 6

Hamy | Polter Accounfant! | 5000 12020217 | Active
Severus: Snape Director, HR e Ll 5% S0.00 12012017 Active
Hermione | Granger Researcher I Lo 3000 1.5% s0.00 1210402017 Aetive
Ron Weasley Accountant | o |S0DO 1.5% $0.00 12001/2017 Active
Drace Malfay Clerk e 50.00 15% 50.00 17302017 Agtive

Cert# 2019 TESROGAICTalahika50 %) 50.00

1 »

Harry Polter Accountant | oo $0.00 1.5% 5000 12202017 Active
Severus Sﬂ;apq Director, HR | I 5!]_00 15% 50.00 1200172047 A_c'a{:a
Hemmigne:. | Granger Researcher || T s0.00 1.5% $0.00 TRALzT Adive

Gert # 2019-TESTXX SJC Tolal (Supplemental 1.50 %) $0.00

Cert#: 2M5.TESTXX Total:  §0.00 §0.00

101 | Hary Patter Accountant | Em— 2000 1.5% =0.00 121202017 Active 1
102 | Severus Snape Director, HR et 5000 1.5% s0.00 1200172017 Active
103 |Hermione | Granger Researcher Il e 000 1.5% s0.00 120042017 Active

Cer # 2019 TESTXX SJC Total {Supplemental 150 %)  $0.00

Cert # 2019-TESTXX Total:

$0.00




fAdding Wages—Encrypted Upload
When you have employees already added, you may upload using an

Excel template and copying information in from your own HR system.

~— L

il Moo T Propest P Tomwing ¥ Frrgrhrps List e 'Wiikhosfng (hdy | - fuld Sroplopes P Willdwidrig Oy

ey Lo Fromn Prcyoss

Hieen Simp Ben 3
Impert Ercrypiod Fie. | Chocee Flie MoBechossn | Liaw

|m2 Geseug____Soane  Diechw HB 401 1A Lo% % 12T i ﬂ_
e ™
'l Click Step 1:'Download Gross Wages Import "-.1\
oy II
Template’ Open Excel template and Enable Editing |
Be caiefid—ines from e inlemet can condoey varuses. Unless you sesd o oedi, .
“ PROTECTED VIEW I's Ealer 10 way i Protecied Wiew Enstrie Eitting
1 - i
# B [ 0 E L
First Mame"® Last Mame™ S5MT Eross Wages™ Hourly Rate
1 {emet vadua) [axact valua) [ ooy i advea (st valua) (et wlus)

Fill in employee information (you can copy/paste from your
HR system without sorting out project participants; this
system will match and filter for you)

NOTE: Hourly Rate is optional

Save and Close Excel document
Step 2

Click Step 2: ‘Encrypt a File’ i

Find the Gross Wages Import Template—Usually in
your Downloads Folder, based on your computer

settings —— -
=]

Click ‘Open’ to create the encrypted file '

The encrypted file will also be placed in your Down- ; Step 3 I

loads Folder E
Click Step 3: ‘'Import Encrypted File’

Click '‘Open’ and you will see the file listed to
B 2 P -
\ e Erermd Mo | Croose P maponcHioad/ioe]. 8 Lipies §
3 upload :




!"'Adding Wages—Encrypted Upload

Click ‘Upload’ A\
You will be notified of successful updates

You will see the Gross Wages added and withhold-
ing calculated on the screen

NOTE: you will not need to download the template
each fime, just copy and paste new data for the
new pay period and start from Step 2

N Y,

Srrecndia) updaled see szl

Wages added and Withholding calculated automatically I




[{Submi’r’ring Withholding Period(s)
: When all Gross Wages are entered, you will have the amount to
( divert calculated and you may submit. There are two ways to submit.

WHITNAQIAING FEeroes:

; ; il 5080 |a | | E
. Submit inside the session by clicking the green arrow box, then
Employees:
WEmpioyes Litt From Broject blue Submit Withholding button below.
import Gross Wages:
.#.D_uqlnl.o@d E_-'_l':l?és!ﬂéges

Tutaf.:Errq:Iojrges_; i

5411233

Accountant |

101 | Hamy Pater | Accountant| Soees | B4%1233 561,68 122002017 Aetivz L
a2 leyems RApE, atectne, HB I s I 50303 IR i -
HE3 N i eene | CiEnge R estchenl S e R N 52,23 ARSI e u
194 (Ron e hy Acgountant | ity R LT Active =
fhir Jianie Mty Gzt cm-n (SADIEES | 1EN e HELEE Active t
Cort 5 Z01Q-TESTHXMJC Total { 150%):  $357.84
o |
o ey B Secaiimant] ey R R #RLER e e u
HIE | SeRery CIEpe ENecHRHH SEEEe e e P R IR Al H
A teimiore. lDreEnger Hessmcheril SR L B B A Petite &
Cart#: 2018-TESTHN 5JC Tors! (Supplemantal 150 %) $20285
‘Cart# 2019-TESTXX Total: £23 835,65 §380.52
 Attach an image(s) of the Confirmation Page: Sze Sample of the Confirmation Page
| ‘ Uploaded Date Uploaded by | Attachment Filename Da not Convert | | | | |

Submit multiple periods from the main screen by clicking the green

arrow box(es), then blue Submit Withholding button below.

3 Pericd(z] found

1@ Sobmit Withhalding

o1 2018 a Select (1 01013018 BHZ1E0TE | 01142010 $720.70 Submitied - @ Vs
@1 2018 Select |2 2012015 02282018 3000 Ative G| [
@1 2618 Select |3 B032015 03312018 $0:00: Bative )| [ e

Confirmztion F2ze Info.

@ Upload Confimation Page file

3@ Submit Withhoelding




!”Submi’r’ring Withholding Period(s)

\

You will confirm the accuracy of the submission and have the opportunity to

hide sensitive employee information at that me, if you choose, if you need to

send the documentation on to another department to cut a check, etc.

Withholding Periods: Status o

Q12018

2 Period(s) found.

Select

01/01/2018

0113172018 | 01142019

Confirm Submission

F Hige Emploves nformation

E Furst Hame
Las! Hame
[ cureent Tite

[ Postton Start Date

§730.70 Submitted

| cerdly s withholding mlormation is irue and accruate fo the besi of my knowledge

Wiew

Q12018

Select

0210172018

50.00 Active

|

From the main page, you can see what has been submitted & what is active.
You can also click view to see/print/save the documentation created.

Withholding Summary and Employee List

® Upload Confirmation Page file ® Submit Withholding

Confirmation Page Info

Project Code: TESTT
Alubriphe Nmmbar:
Pasied 10 I From B ] Ta Bem Tl Cam | T~
1 | 113008 | L3528 3% | TR
Totels e
Withholding Summary and Employee 1
"Ef"‘ s Nanis Lo Nams Ensioiset Tilis | Pkt litirs Buss | Bansle Nass s Wi Wik bl Bats ':
7] Een T TN EEET T ALK L2 ¥ Company. ConspanyTest
i P it Tark e il B b ¥
e Project Code: TESTT
Carmrearrrm 7 1w .
18 Lo Lovegaed 15 1] LK o 2 LEM 4 Muultiphs 3
103 Hamv Poowr | M L it s 500 5 1 #% ¥
13 e - ] Derector, B2 133047 A4 g3 b eIET ] LE 11 —
i Fermusrs g Fasdgrehal T 1247 186 5821 L¥% ) m— i ] T Feym ety T o fhote T
[] Gt #2019 TESTIOL. MG Tertal (1507 [ r ] 212018 | 2252018 &
i1 Hary Peow | Acoommsml | 1002017} 2403 FEET Lt i
1 [ e | Doow B | 1203050 YT [TEIT w2 1 Tomls
Pl Fsaarchar I 1243017 Rz A A L 5% ¥
3 G W21 TEETEOL 4C Toml (Bupplammensal 1 50% & 7]
§ CunsC0M-TESTIO Touks | MR ”
EROler® | o Name L Snem Corroni Tk | Fumitian fonrs B | Moy B | Grwe Wagen | Widhinukdi
14 Acamml | 121700 R ] ]
N s Clar 113037 5300635 L%
Cossstne stian - - 1
Examples of reports ‘Package’ created: the report from the fd sSperat | 1243 i 1
. 1k Accounmnt | L2017 BII L
session, plus any other documents you upload. The one to 1 Do HR. | 1213017 430633 1
. A X A 11 Fasemrrher 1 12472017 [T L
the right has information on hidden. [ Cort ®0DIGTEN TN NIC Tl (1 5P )
. . 10l Acomenn| | 13002017 HILD ]
Please PRINT and send this report to your college’s Business I Discwr BE | 1217017 T ]
: X L] Fassmrhe T 1340017 SIS0 LY
Office with your check. 3 Cost #0015 TESTIK: B9 Tonal (Sepplevmersl 1 50% )
k ) L] Cent #1015 TESTOOL Toteh 11 SRE6E




" Uploading Confirmation Page
: Once per quarter, you will upload the Confirmation Page from the

e ™

' State E-file system.
Ny %

Click black upload arrow box for ALL applicable sessions for that

quarter. Then click blue Upload Confirmation Page file button.

Q12818 u Select |1 12068 OH31/2078 | Dif1428198 372070 Submitted Ed 1 g
Q1201 B. Select |3 20 E2018 GH2E2018 | 011502010 3580.T1 Submitted o L Wiew
a1 2018 Select (3 030112018 03312018 $0.00 Active olofo

@ Sobmit Withhoelding

@ Upload Confirmation Page file

If you need information about the State system/ Bl
S

Confirmation page, follow the link below the button.

Audd new file

A popup will open for you to drag and drop the file.

OROE FILE HERE

Then click Start Upload.

@rssan Loail

Caplune PG H 14 KR

Q12018 . Jainct | 1 11012018 01312018 | 01142010 $730.70 Submitied P View
Q12018 . s | 2 02012018 022872018 | 01182010 88071 Submitted @ Ve
araos ) |feee |2 030172018 03312018 000 Active ) Eeq s

g . H H H H H H
The Confirmation Page file will be added to all sessions you indicated.




(‘quoging Employees for Withholding ‘
: The employee list can be managed on the reimbursement side for :
| fraining, and will carry over to withholding. |

Employees:
e —

When you start a new withholding period, it will autopopulate with all ACTIVE employ-
ees. If an employee has been made INACTIVE on the reimbursement/training side, but
still had wages and can have withholding tax diverted for that period, you can find
them in the Employee List From Project Button, under Inactive.

Employee From Project

Active Inactive

Employee ID lﬁnm LastName  CumentTitle  Withholding Inactive Datein Employee
Rate (Project Inactive Date

105 ‘Dracn Malfoy Clerk 1.50 0172872018 D1/25/2019

To add them back to the list so you can

add their gr.oss wages, Just. check the m

box, then click Add. You will see them
with the rest of the employees.




/Monoging Withholding Once Reimbursement is Over
You must continue withholding even after Reimbursement Funds
are no longer available. You continue to track employees from the

__\projec’r and keep the employee list up to date. ;,

Emptlapmen: ¢

Use the blue buttons AFTER the me for Reimbursements is over.
The blue buttons are for managing employees FOR WITHHOLDING ONLY. These are
employees who were NOT hired as part of the project parameters, but may be part

of the base headcount, and help fulfill your withholding requirements.

For example, if your base headcount was 20, and your anticipated project headcount
was 8, and you hired 8, your total headcount was 28, that’s great! But then five
years into withholding, you lost 2 people and couldn’t fill those positions. You're
down to 6 in that project, but since you hired 8, you must withhold on 8, so you can
go to that base of 20 and choose two similar positions and use the blue button to

\Add Employee for Withholding Only. _/

When adding a withholding period even after Reimbursement is over, it will populate

with employees who are active in that project. If you have added employees from
the base for withholding only, access them by clicking the Employee List for
Withholding Only button. Choose the employee, check the box, and click Add.

For Withholding Only List

Employee [0 First Name® Lant Maime Mourly Rate  Current Tite" Position Slart Dte”  Withhalding 'l

Ratw"
Hedwig Thethw 14.22 Communications {nrlad feug ] 1.5% -

They will be added to the list of
employees, with a checkbox in
“For Withholding Only”

First Mame = Last Name = Curment Title = Hourly Grogs Withholding  Withhelding  Position Start  Status 3 For |
Rate. Wages®  Rate Amount | Data & Withhaolding
Only &
: |Hee.r..ig Theawi Communications 14.22 50,00 1.6% 50.00 02012018 Active L1 &3

Cort #: 20AS.TESTH! NG Total | 1-50 Y): 50.00



