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Federal and State Tax Withholdings

USA uses Employee Self-Service (ESS) to provide its employees a platform to self-manage their
information and requests. An email accountis required to be set up before accessing ESS.

Federal Tax Withholdings

From the USA home page at www.southalabama.edu or click , select Logins, and click PAWS.
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Enter your J# and password. The password will be the same as your JagNet/Email password.

Select the Employee Services tab, and choose Employee Dashboard at the bottom.
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Employee Profile: Time Entry/Approval, Leave Balances, Pay/Direct Deposit. EPAF, FLAC
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To Update your Federal Tax Withholding (W4), from the Employee Dashboard, expand the View Taxes
and Update Federal Withholding Tax menu, and choose W-4 Employee’s Withholding Allowance

Certificate.
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Employee Dashboard

Employee Dashboard

SouthPaw Leave Balances as of 01/01/2023

My Profile Vacation in hours - Sick in hours .

Pay Information
Earnings
Benefits and View/Update State of AL Withholding Tax A

View Taxes and Update Federal Withholding Tax ’ v

Federal Withholding Tax W-4 Employee's Withholding Allowance Certificate W-2 Wage and Tax Statement

Fiing Status: Single Electronic Regulatory Consent W-2c Corrected Wage and Tax
Status: Active Statement

Number of Allowances: 0

Additional Withholding:

State of Al Withholding Tax

Filing Status: Single

Status: Active

Additional Withholding:

Job Summary

Employee Summary




At the bottom choose Update.
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Employee Dashboard « W-4 Employee's Withholding Allowance Certificate
Last Name differs from SSN card: Mo
Deduction Status: Active
Start Date: 00/00/2022
End Date:
Filing Status Single
Nonresident Alien No
Step 2C Indicator Mo
Dependent Amount 0.00
Other Income 0.00
Deductions 0.00
Additional Withholding 0.00
Note: Extra Withholding. Enter any addtional tax you want withheld each pay period.
¥
History Update Contributions or Deductions
W2 Year End Earnings Statement




Make your selections and click Certify Changes at the bottom.
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Employee Dashboard « Update W-4

Update W-4

D Review Form W-4 for required information on completing a new form W-4. Once you have made changes you will be required

to certify those changes by clicking on Certify Changes and then clicking on OK in the pop up window. If the delete option is
available select the check box then click on Certify Changes to remove the record.

* - indicates a required field.

Federal Tax

o

Certify Changes I

l Restore Original Values

W-4 Employee's Withholding Allowance Certificate




Alabama Tax Withholdings

To Update your Alabama State Withholding (A4), from the Employee Dashboard, expand the Benefits
and View/Update State of AL Withholding Tax menu, and choose Current Enrollment and State of AL
Withholding Tax.
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Choose Miscellaneous and State of AL Withholding Tax.

Employee Dashboard « Benefits and Deductions = Benefits Enroliment

Benefits Enroliment

f_:l Select the benefit enrollment link for the type of enrollment you wish to complete. Beneficiaries and dependents can be
added or updated as the first step of the New Hire or Life Event Enrollment process.

Retirement Plan

Allows enrollment into Retirement plans.

Flexible Spending Accounts

Allow enrollment into Flexible Spending or Health
Savings accounts.

Life Insurance

Allow enrollment into life insurance benefits plans.

At the bottom choose Update.

Health Benefits

Allows enrollment into health, dental, and vision
plans.

Miscellaneous and State of AL Withholding Tax

Allow enrallment into miscellaneous benefits
plans.

Taxes

Allow enrollment into tax benefits plans.
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Employee Dashboard « Benefits and Deductions « Miscellaneous

Miscellaneous

g Select Add a New Benefit or Deduction to add a new record.

State of Al Withholding Tax

Benefit or Deduction
as of date:

Status of Benefit or
Deduction:

Start Date:
End Date:

Filing Status:

# Exempt:

Additional
Withholding:

[ 4

Contributions or Deductions

History Update

Add a New Benefit or Deduction ‘




Make your selections and click Submit Changes at the bottom.
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Employee Dashboard « Benefits and Deductions « Update Miscellaneous

Update Miscellaneous

g Make a selection and then choose Submit Changes to process the record. Select Restore Original Values to reset the values.
Select Delete, if available, to remove the record.

*-indicates a required field

State of Al Withholding Tax

Deduction Effective as of: 05/06/2023
Status:
u v
Effective Date of Change
Mm/dd/yyyy: *

Note: Effective Date must be after 05/06/2023 the date you were last paid.

Filing Status: *
# Exempt:

Additional Withholding

999995.99 : ’

Submit Changes ‘ | Restore Original Values

Miscellaneous




