OSAS

Payroll

Maryland Tax Set Up

Go to Payroll

Go to Codes Maintenance
1. Tax Authority Setup-Enter the information needed for State (S).  Make sure you page down to produce the tables for the each tax.

a. Hit S for State

b. State Code is MD

c. Maryland will appear in the description.  Page down.

d. Employee and employer codes will appear on the left and right.

e. Employee code is SWH.

f. Employer code is SUI.

g. Hit F5 to end.

2. Withholdings-Enter the information needed for State (S).  Make sure you use all the valid employee and employer codes.  Hit enter at any earning code or deduction that is excluded from a tax.

a. Fit S for State
b. Withholding Code-Valid withholding codes appear at the bottom of the screen for the employee and the employer.  You must set up a withholding code for each of these codes.
c. Enter the first code (SWH)
d. Description-Enter the description for each.  State codes are SWH-State Withholding, SUI-State Unemployment Insurance)  
e. Liability Acct- Enter the liability GL account for this code.
f. Fixed Percent-If in Earning Codes you enter YES for fixed withholding then enter a fixed percentage; otherwise hit enter to skip.
g. Tax ID-Enter the tax ID number for this company 
h. Page down.
i. Deductions will appear at the bottom left and Earnings to the bottom right.  If any of the deductions or earnings are to be pre-taxed, move the cursor to that deduction or earning and hit enter.  The value in Exclusion? will change from No to Yes.  Hit the TAB key to move from deductions to earnings and back.
j. When you have finished each valid code hit F5 to begin with the next until all valid codes for State are set up.
3. Tax Groups
a. Tax Group – Enter MD for Maryland
b. Copy From, hit enter to skip.
c. Description – Enter Maryland
d. Page down
e. Hit A to add, enter MD for the state.
f. Withholding code is SWH, hit enter and Employee will appear.
g. Hit A to add, enter MD for the state.
h. Withholding code is SUI, hit enter and Employer will appear.
i. F7 to exit
4. Go to Payroll Information.
5. Enter 1-Setup State Unemployment Report.  Enter your state (MD).  Self-Adjusting SUI Month, enter 1.  Print zero earnings employees? If you want this enter YES, otherwise enter NO.  Sort Report by 1 last name.  Enter the numbers 1-7 for the bottom options.  Page down.

6. Enter 2-Enter the company address that you want to show on the yearly W-2’s.

7. Enter 3-Enter the first payroll check number that will be used by the system.  If you don’t know at this time leave it at 1.
8. Go to Tax Tables-Enter the correct tax tables by referring to the tables attached.  The SUTMD table will also need to be corrected with your company’s state unemployment percentage.

9. Go to File Maintenance
10. Go to Employees-Enter the employees needed for Maryland tax.

11. If an employee is already set up with DE withholding, hit A to append to add MD.

12. At Tax Table, hit F2 and select the tax table to use from the list.

13. At SUI state, hit F2 and select from the list.

