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What is the Dynamic State W-4?

There are a few states that require a specific state version of the W-4 in addition to the
federal W-4 form that all employees fill out. The dynamic state W-4 is a default form in
HRCenter™ that will automatically assign the correct state W-4, if applicable, based on
the employee's address.

*Note* You should always assign the Federal W-4 in addition to the dynamic state
W-4 because all employees will need to fill out the federal option for federal tax
information in addition to any state W-4.

How it Works

When you assign the dynamic state W-4 form to a new employee, the form will show the
applicable state W-4 the employee must fill out if their state is one that requires it.

The state the employee lives is determined by their address.

1. This can be entered by the employee/applicant on thebasic information page:



First Name
"l o P B Middle Initial

Last Name
o m  w — — Suffix

Maiden Name Nick Name

Social Security #
-4453

Contact Infoermation

Email
& Dl asrarname@example.com Primary Phone®
Address
Address
123 Main Street Address (2)
State City
Minnesota v Eagan
Zip County
55123 -- Select One -- v

2. Entered on their record in Enterprise or Beyond:

LOre|ai n Leah n WOOd bUI’y Mo tasks to display for your current filter settings

123 Maple Lane ID: L"=NE0432

Saint Paul, MN 55123 55N: 00-xx-3753
Branch: New Brighton Currently viewing 0 of 42349 tasks. View more. ..

EER= ¥ + & & X 2Q 4 ¥ » tasks appointments social email + YT
personal information Use Temporary [

addresses

Last Name Woodbury Suffix Street | 123 Maple Lane

First Name | Lorelai Prefix Street 2

Middle Name Mickname |Leah City Saint Paul

55N 3753 State MN Zip Code |55123-_
D m——0432 Contact County |Ramsey School

Act. Date 6/6/2018 8 | Deact Date

Country | United States of America

hirina information

EMPLOYEE Andrew Web Details

Andrew Web (& 7 81483) " +. 4
SSh 3762 - @ EAGAN, MN 55121-2272 . @ C+ - = [

Hire date needed

~ Addresses °

Home 3140 NEIL ARMSTRONG
BLVD
EAGAN, MN 55121-2272 0
United States of
America

Temporary Address (Inactive) --

If the state listed on their record has a specific state W-4 then the employee will be asked
tofill it out in HRCenter. If the employee's state does not have a specific W-4, they will
not be shown a W-4 to fill out.

*Note™* If your employee does not have an address on file yet, the system will look at



the branch address to determine what state they are in. For this reason, we
recommend ensuring the employee has their address filled out before assigning the
dynamic state W-4.

How to Assign It

This default form page in HRCenter should be assigned when a new employee is about to
start their first assignment. We don't recommend throwing it in with the basic application
as addresses can be missed, entered incorrectly, or changed during the application
process before they find work.

Assign the Federal W-4 & the Dynamic State W-4 default form pages together and if the
applicant lives in a state where their is a separate state W-4, it will display for them to fill
out. These can either be assigned in an on-boarding workflow or as individual additional

pages.

*Note* For more information on creating a workflow, check out How to Create &
Edit Workflows.

In Enterprise:

Navigate to the employee's record > select the actions menu > Choose "Assign Additional
Workflow" or "Assign Additional HRCenter Pages"

Klay Mattheris

3127 Rose 5t.

North Saint Paul, MN 55109

| + Add Employes Wages

I Add to Hotlist

& Assign Additional HRCenter Pages

A Assign HRCenter Workflow

B raeie Eranliosas #n Candact



*Note* For more information on assigning within Enterprise, click here.

In Beyond:

Navigate to the employee's record > select the onboarding charm > Choose "Assign A
New Workflow" or "Assign Pages Ad Hoc..."

EMPLOYEE Onboarding / Basic Application

Lloyd Christmas (4295081700) o °
SSN: 234232345 - @ Minneapolis. MN 55413 cesBno s

VISIFILE  DETAILS ~ Onboarding

CURRENT WORKFLOW CURRENT STEP Submitted
Basic Application Application Step

Assign a New Workflow. ..

Steps Assign a pre-configured workflow and optionally set the
2 starting step or additional pages.

Assign Pages Ad Hoc. ..

Assign a manually-specified set of pages that are separate
from existing workflows.

Add Additional Pages to an Existing Workflow...

Manually assign extra pages to an existing already-assigned
waorkflow.

- Workflow Details

Date Created

Date Completed View Assigned Workflows

MNata Daiartard _—

*Note* For more information on assigning within Beyond, click here.

What Happens Next:

The employee will fill out the Federal W-4 and if applicable, the state W-4. Whichever
forms they fill out will be saved on their record under documents and tax information will
be saved on the employee record under pay setup > taxes.
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