A-4 Election Processing - Effective July 1, 2011

In order to enter new Arizona State Tax withholdings for either an existing employee or a new
employee, please complete the following steps:

Access form PR14.1

In the Company field, enter 1

Select or enter the EIN of the employee you wish to update.

In the Deduction Code field, enter T201 (AZ State W/H Tax)

Verify that the BSI Formula field is blank. If there are any values, please delete the
information

6. Enter the NEVW Arizona Formula based on the information provided below:

oo E

***NOTE: Please keep in mind that the previous Arizona Tax Codes #2 — #7 are no
available, you must choose a new formula below:

Percentage Formula
0.8% 15
1.3% 9
1.8% 14
2.7% 13
3.6% 12
4.2% 11
5.1% 10
0% - Exempt 8

***NOTE: If employee is claiming exempt, please review the PR13 and confirm that
the Tax Exempt field is blank and no longer displays “Yes”.

7. Click Change
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Please continue to PR13 to review or update Additional Amount field.

***NOTE: PR13 should always be reviewed to update or remove any Additional Amount or
remove the Tax Exempt Flag that may remain from a previous A-4 election.

8. Enter PR13.1 in the search box
9. Inthe Company field, enter 1
10. Select or enter the EIN of the employee you wish to update.
11. Click Inquire and the employees information should auto-fill
12. In the FC field corresponding to the T201 Ded, enter or select a “C” for change
13. Click on the Addl Tax Information tab
14. If the employee requests to have additional tax amount deducted from paycheck,
complete the following:
a. Inthe Tax code field, select Tax Code 2
b. Inthe Amount field, enter the Additional Amount
c. Click Change
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New Employee Processing After June 15™ 2010
For A-4 State Tax Withholding

After the HR department completes the “Hire an Applicant form — XP52.4” in HRIS and
the “Update Required Deductions” is entered as “Yes”, the AZ State Withholding
information should be updated using PR14 - AZ Formula field. If the employee designates
an Additional Amount, this field should be entered on PR13 - Addtl Tax Information tab
under the T201 deduction code. The review of PR13 is especially important for Re-Hire
Personnel Actions.

An employee also has the option to login to Y.E.S. and select their Arizona Tax
withholdings. The information will automatically update HRIS within 24 hours.

If you have any questions, please contact the HRIS Help desk at 602.542.4700 or via e-
mail at hrishelpdesk@azdoa.gov



