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On January 1, 2019, a new Washington Paid Family and Medical Leave program is set to begin and employers are required to
withhold premiums form employee paychecks, or plan to cover part or all of the employee's share. The premium rate for 2019 is 0.4
percent of an employee's gross wages. The premium can be shared by the employer (about 37 percent) and employee (about 63
percent). Businesses that average under 50 employees are not required to pay the employer portion of the premium, but are still
required to collect the employee's portion or elect to pay that portion on the empoyee's behalf.

To setup the new Washington Paid Leave premiums, follow the instructions below:
Step 1 - Add Washington Paid Leave to Local System Taxes for the Employee Portion
Step 2 - Add Washington Paid Leave to Local System Taxes for the Employer Portion
Step 3 - Add the Washington Paid Leave Employee and Employer Tax to Your Company
Step 4 - Set Up a Local Tax Group for the Washington Paid Leave Tax
Step 5 - Add the Washington Paid Leave Tax Group to Employee(s)
Step 6 - Enter Time Transactions

Step 1 - Add Washington Paid Leave to Local System Taxes for the Employee Portion

1. From the Payroll menu, select Utilities, select Maintain System Taxes, and then click Add.

PR Setup - Modify Tax Tables =n B

Tax Tupe | Caloulation Steps | Tax Tables |

— Tax Type ldentification

Tax'Vear [2018 Category |Lzer Defined -
Autharity |Local - State m
— General Infarmation
Description ['Washinngton Famiy Leave EE Tax Paid By @ Employee ¢ Company
Abbrey IW Rate w
Methad |F'ercent of W ages | Wage Base | 99.,999.999

Round to Nearest Dollar [

— Aatrix Interface

Tax Type [294 - Generic Localty =]

ok | LCancel | Help

In the Tax Year box, select 2019.

In the Category box, select User Defined.

In the Authority box, select Local.

In the State box, select WA.

In the Description box, enter Washington Family Leave EE.
For the Tax Paid By option, select Employee.

In the Abbreviation box, enter WAFLEE.

In the Rate box, enter .2533.

In the Method box, select Percent of Wages.
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11. Inthe Wage Base box, enter 99,999,999.
12. Inthe Tax Type box, select XX - General Locality.
13. Click OK and then click Close.

Step 2 - Add Washington Paid Leave to Local System Taxes for the Employer Portion

1. From the Payroll menu, select Utilities, select Maintain System Taxes, and then click Add.

PR Setup - Modify Tax Tables =N EoR ==

Tax Type I Calculation Steps | Tax Tables |

— Tax Type |dentification

Taw'Vear [2018 Category [User Defined -
Authority |Local - State m
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Round to Mearest Daollar [

— Aatrix Interface

Tax Type [ - Generc Localiby |

0K | Cancel | Help

Inthe Tax Year box, select 2019.

In the Category box, select User Defined.

In the Authority box, select Local.

In the State box, select WA.

In the Description box, enter Washington Family Leave ER.
For the Tax Paid By option, select Company.

In the Abbreviation box, enter WAFLER.

In the Rate box, enter .1467.

10. Inthe Method box, select Percent of Wages.

11. Inthe Wage Base box, enter 99,999,999.

12. Inthe Tax Type box, select XX - General Locality.
13. Click OK and then click Close.
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Step 3 - Add the Washington Paid Leave Employee and Employer Tax to Your Company

1. From the Payroll menu, select Setup, select Taxes, and then click Add.

2. From the Taxes - Add screen, the Washington Family Leave EE (created in Step 1) and click OK.
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FH PR Setup - Taxes (Add)

General Infarmation
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Tay Paid By & Employee ¢ Company

Description |Washinngtnn Family Laave EE

Click OK, and then click Close.
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Method |Percent of Wages
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oK

[

LCancel | Help |

In the Taxes Payable Account box, select the appropriate general ledger account.

From the Payroll menu, select Setup, select Taxes, and then click Add.

From the Taxes - Add screen, the Washington Family Leave ER (created in Step 2) and click OK.

[ PR Setup - Taxes (Add) .-.
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Tax Expense Account ﬁ‘l 1000

oK
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Cancel | Help |

7. Inthe Taxes Payable Account box, select the appropriate general ledger account.

8. Click OK, and then click Close.

Step 4 - Set Up a Local Tax Group for the Washington Paid Leave Tax

1. From the Payroll menu, select Setup, select Local Tax Groups, and then click Add.
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() PR Setup - Local Tax Groups (Add) E=RECR™
Group |WAFAMLEA State |‘W’.ﬁ -
Available Local Tax Taw In This Group
Washinnataon Family Leave EE
‘Wwashington Farmily Leaves ER
<
oK Lancel Help

In the Group box, enter WAFAMLEA.

In the State box, select WA.

Move Washington Family Leave EE and Washington Family Leave ER to the right-side of the screen under Tax In this
Group.

5. Click OK, and then click Close.

Hown

Step 5 - Add the Washington Paid Leave Tax Group to Employee(s)

1. From the Payroll menu, select Setup, select Employees, and then click Add.
2. Select an Employee to add the Washington Paid Leave EE Tax to, and then click Change.

3. Select the Taxes tab, and then click Add.

=

PR Setup - Employees (Change) EI@
Employee [GRAHAK
PR Setup - Employee Taxes X
Advanced |
Select Employes Tax to Add - Taxes

FED  Eamed Income Credit

5] Il - State Unemployment T ax ak |
ND ND - State Withhaolding

HD ND - State Unemployment T as LCancel | oK |
MD MO - Workers' Compengzation

OR | OR - State Withholding Help | Direct Depasit... |
wl Wi - State Withhalding

il il - State Unemplopment T ax Help |
il il - \workers' Compenzation
OR Oregaon Transit Tax

Euh,ashinngton Family Leave EE
Wit Washington Family Leave ER

4. Select Washington Family Leave EE, and then click OK.
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PR Setup - Employee Taxes

Description |Washinngtnn Family Leave EE

State IWA

aK | able

Exemptions 0
Exna‘withholding [ .00
Uncollected Tax [ .00

Allowances [Puerto Rico) I_D

ju] % | Cancel |

ear To Date I g

oo |

5. Select the Active check box and if necessary, add or change any other information, and then click OK.

Medicare Employee Share
Federal Unemploprent
Federal ‘ithhalding

MM - State Withholding
MM - State Unemployment Tax
MM - Workers' Compensation
W ashinngton Family Leave EE
“Washington Family Leave ER

Change... |
Delete... |

PR Setup - Employees (Change) =R =N =
Employee |GRAHAK
Mame |Kathy IJ_ |Graham
5 - Deductions I E - Accounting I 7 -Leave I 8 -Advanced I
1- General I 2 - Personnel 3-Eamings 4-Tanes
— Default Tax Codes
Tax State [wia = -
Tax Local [waFAMLES 'I =
Direct Deposit... |
FED  FICA Company Share Hel
FED | FICA Employee Share oelp |
FED | Medicare Company Share Add...

6. Onthe Taxes tab under Default Tax Codes, in the Tax State box, select WA. In the Tax Local box, select WAFAMLEA,

and then click OK.

7. Repeat for each employee Washington Paid Leave applies to.

Step 6 - Enter Time Transactions

1.

From the Payroll menu, select Time Entry, and then select Enter Time.
2. Select to view the Detail Entry window (rather than Quick Entry).

-

E® PR Time Entry - Enter Time

=)

Employes Code |GFIAHAK ] Search I Fathy ), Graham

Quick Entry |

Record: 14| || 1 » | [p¥|ofs
TutaIHours| 120,000 Total Amount| 1.160.00

Mest Emp | Prav Emp | Optiang... | Bemove Tim

7 D ate |D?.-“25!201 7 Expanze Allocation Percent
Project/Categary - Account (609100 K1 70,0000
Eamings Code [RegHrs . Account (609103 K3 30,0000
Hours Offered | 000 Account =l 0000
Heaurs Warked | 000 @l Check Seq ’1_;l Selected for Fun IF
Pieces | 0000 Tax State [wa = | Tax Local [AERENED - |
Shift |1« First Shift - Department [0 -] Class [OFFC |
PayRate | 10.000 Amount[ 00 Delete |

Help

Close
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3. Select the first employee and enter detail pay information. Make sure the Tax State is set to WA and the Tax Local is set to
WAFAMLEA for each time transaction.
4. Continue entering time transactions and then proceed through the normal Check Writing process.
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