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On July 1, 2018, employers must start withholding the Oregon Statewide Transit Tax (one-tenth of 1 percent or .001) from wages of
Oregon residents (regardless of where the work is performed) and wages of non-residents who perform services in Oregon. If the
state of Oregon does not apply to your payroll, please disregard this notification.

To setup the new Oregon Statewide Transit Tax withholding, follow the instructions below:
Step 1 - Add Oregon Statewide Transit Tax to Local System Taxes
Step 2 - Add the Oregon Statewide Transit Tax to Your Company
Step 3 - Set Up a Local Tax Group for the Oregon Statewide Transit Tax
Step 4 - Add the Oregon Statewide Transit Local Tax Group to Employee(s)
Step 5 - Enter Time Transactions
Step 6 - Create Form OR STT-1 in Aatrix and Enter Amounts from Red Wing Payroll

Step 1 - Add Oregon Statewide Transit Tax to Local System Taxes

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

PR Setup - Modify Tax Tables o o=

Tax Type I Calculation Steps | Tax Tables |

— Tax Type |dentification

Tax Year 2018 Category | User Defined 2
Authority | Local - State [OR -
— General Information
Description |Oregon Transit Tax Tax PaidBy & Employee ¢ Company
Abbrew |ORTT Rate 1000

Method |Percenl of Wages 99,999,939

— Aatix Interface

Tax Type |>¢< - Generic Locality [=]]

Ok | LCancel | Help

In the Tax Year box, select 2018.

In the Category box, select User Defined.

In the Authority box, select Local.

In the State box, select OR.

In the Description box, enter Oregon Transit Tax.
For the Tax Paid By option, select Employee.

In the Abbreviation box, enter ORTT.

In the Rate box, enter.1000.

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 2 - Add the Oregon Statewide Transit Tax to Your Company

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

2. From the Taxes - Add screen, select the Oregon Transit Tax (created in Step 1) and click OK.

PR Setup - Taxes (Change) EI
— Tax Type |dentifization
TaxYear | 2018 Category Uszer Defined
Authority |Local State Oregon

— General Information
Abbrew |ORTT TaxPaidBy & Employes ¢ Company
Description |Oregon Transit Tax Rate oao
Method |Percent of ‘Wages 99,999,933

— Accounting Infarmation

Tawx Liability Limnit I o0

Taxes Payable Account | 208200 |
Tax Expense ccount |611000 [=|
ok | LCancel | Help |

3. Inthe Taxes Payable Account box, select the appropriate general ledger account.
4. Click OK, and then click Close.

Step 3 - Set Up a Local Tax Group for the Oregon Statewide Transit Tax

1. From the Payroll menu, select Setup, select Local Tax Groups, and then click Add.

PR Setup - Local Tax Groups (Add) =N =R
GroupIDFlTrTax StateIDFl 'I
Awailable Local Tax Taw In Thiz Group
Oregon Transit Tax
[<]
oK LCancel Help

In the Group box, enter OrTrTax.

In the State box, select OR.

Move the Oregon Transit Tax to the right-side of the screen under Tax In this Group.
Click OK, and then click Close.
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Step 4 - Add the Oregon Statewide Transit Local 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 Oregon Transit Tax to, and then click Change.
3. Select the Taxes tab, and then click Add.
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(B PR Setup - Employees (Change) Iililz'

Employee |JONESE
Mame |Brian IA_ |J ones
5-Deductions | 6-Accounting | 7-Leave | 8-Advanced |
R Setup - Employee Taxes X L 4-Taes

ielect Employee Tax to Add
-ED__ Eamned Income Credit
JD ND - State Withholding K | - =
4D | MD - State Unemployment Tax - Direct Deposil... |
dD | ND -\Wotkers' Compensation Cancel

IR OR - State Withholding Help |
AW - State Withholding Help
M Wi - State Unemplopment T ax

M Wi - Warkers' Compenzsation hange...

Uregon Tranzit Tax

aK

Al
-

d

4. Select Oregon Transit Tax, and then click OK.

PR Setup - Employee Taves | -E ]
Description |Oregon Transit Tax Year To Date I 0o

OR

Tau Table - I
Exemptions 0
Eutra Withhalding ]

Uncollected Tax 0o
Allowances [Puerto Ricol I 0

ak | Cancel | Help |

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

[ PR Setup - Employees (Change) [E=8|EoR =)
Employee [JONESBE
Mame |Brian IA_ |J0nes
5 - Deductions I B - Accounting I 7 -Leave | 8- Advanced |
1-Genersl | 2-Pesorrel | 3-Eamings 4-Tanes
— Default Tax Codes
Tan StaIeIDR —I K
Tax Local Im = —
- Direct Deposit... I
FED  FICA Company Share Hel
FED  FICA Employes Share 20p |
FED  Medicare Compary Share Add...

FED  Medcare Employes Share

FED  Fedesal Unemplopment Change... |
FED

Federal Withholding
MM BN - State Withholding Deleian |
MN - MN - State Unemployment Tax

31§ bM - Workers' Compensation

6. Onthe Taxes tab under Default Tax Codes, in the Tax State box, select OR. In the Tax Local box, select OrTrTax, and

then click OK.
7. Repeat for each employee the Oregon Transit Tax applies to.

Step 5 - 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).
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EZ) PR Time Entry - Enter Time

Employee Code: [HNEEE 7| Search | Briana, Jones Quick Entry |
» Date Im Expense Allocation Percent
Pioject/Category | -] Acsount | 1| 100.0000
Eamings Code [ =] Account | =] 0000
Houwrs Offered .0oo Account JEa ||| 0000
Hous Worked [ 000 (3| CheckSea 1] Selected for Aun [Na
Pieces 0000 Tax State |OR = TaxLocal [ORTTax 57
Shift [T-Fist St~ =] Depatment [01 =l Class [OFFC =l
Pay Rate oo Amount [ 0o Delete
Record: M 1 Lmh_'l of 1

Total Howrs 000 Total Amount I ]

Mest Emp | Prev Emp | Options... | Bemove Time | Close | Help |

3. Select the first employee and enter detail pay information. Make sure the Tax State is set to OR and the Tax Local is set to

OrTrTax for each time transaction.
4. Continue entering time transactions and then proceed through the normal Check Writing process.

Step 6 - Create Form OR STT-1 in Aatrix and Enter Amounts from Red Wing Payroll

1. From the Reports menu, select Employer Tax Reports, and then select Taxable Wages.
2. Inthe Tax Type box, select the Oregon Transit Tax.

3. If you want monthly amounts, for the Period select Date Range with the monthly check dates. If you want quarterly
amounts, in the Period select Quarter and then select the correct quarter.

Print the report.
Select Reports > State Tax Forms.
Select the OR STT-1 form.

Manually enter the taxable wages and amounts from the Taxable Wages Report printed from Red Wing Payroll to the
appropriate boxes on the Aatrix form.
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