Local Tax Responsibilty

· With the ever increasing types of taxes such as School District, Head count, Occupational, County, and Local taxes, the tax agency indicates it is the client’s responsibility to know what taxes are required to be paid by their employees.  Many States have a web site to assist you with the research of that process.  

· It is considered a best practice to log into your states web site and enter the employees home address.  The system will tell you what taxes your employee is responsible for.  You can then contact them to verify which taxes are required to be withheld by the employer (i.e. Occupational taxes) and which are optional (i.e. residence taxes).  Once confirmed, then you can pass this information along to CPI for setup in  your database.  The web site for the state of Ohio is http://tax.ohio.gov/online_services/thefinder.stm.  If you still need help or are unsure, please contact your CSR at payrollops@cpihr.com to assist you.

PTO Balance Corrections

If a balance correction needs to be made to PTO, Vacation, Sick, etc., this needs to be changed in 2 places, the earning code and the benefit code.  Steps to change balances:

· Employee – Earnings – Earning Code to Change – Available Hours 

· Employee – Benefit Plans – Benefit Code to Change – Available Hours

If you should need further assistance with Novembers tip please contact your CSR.

Pay Grid Time Entry

This is another method of keying payroll.  For some this may be a faster and more efficient way to key payroll hours and deductions.  Contact your CSR with any questions you may have on how to set up and use this feature.
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