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Payslips, Payment Methods, Tax Withholding
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1. Navigating to My Pay Good afternoon, DC Employee!

Use the pay tiIe to view your Payslips, manage your Payment Me My Team My Client Groups Benefits Administration Procurement Myl 3
Methods (such as Direct Deposit Bank Account Information), and Pl H
update your W-4 Tax Withholding Forms.

QUICK ACTIONS

My Payslips

. o .
1. From the Home screen, click the Me tab. \~ L\ id

Payment Methods

2 C||Ck the Pay ICOI’\ Getting Started Onboarding Personal

Information

Tax Withholding

Personal Details - — £0.
l K= [

B4 Contact Info Pay Expenses Benefits
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My Payslips

Use the My Payslips tile to view, print, download and search current and past
Payslips, which contain gross pay, net pay, taxes and other information.

Please note: Any changes to your Personal Details will require verification and
approval from Human

documentation.

1. Navigate to the Pay screen

Resource/Payroll

DC Employee

and may require additional
@ My Payslips n @ Payment Methods

Define and prioritize salary payments
details, such as payment type, payment
amount and bank accounts details.

View, print, download and search
current and past payslips, which contain
gross pay, net pay, taxes and other

(Home = Me tab = Pay icon). it
2. Click the My Payslips tile. Details
3. Inthe Details section, use the dropdown menu to select a Date Range.
4. Click the Payslip title link. A PDF file will download or open in your
browser. I Last 3 Months I
5. Open the Payslip PDF file to view details about your pay. 09162022
09/16/2022_1265.64 I 1,265.64 USD

ESS003.1 - My Pay

08/27/2022 to 09/09/2022

oRrRACLE Payslip B

EKLY PAYROLL

[Employee Address
1234 EIm Street

Grand Prairie, TX 75050
us

MEDRANO - CO TREA!
1201 Elm St, Suite 2300A
DALLAS, TX 75270

us
[ Period Start 3 Period En e Payment Date Base Salary
Biweekly 27-Aug-2022 9-Sep-2022 16-Sep-2022 5,000.00
Current Year to Date
Gross Earnings 1,615.38 1,615.38
Employee Tax Deductions 349.74 349.74
1,265.64 1,265.64

Net Payment

[ Deserpon [~ Cument[  YeartoDate |
1,615.38 1,615.38

Regular Salary

Description Current Year to Date

FIT Withheld 226.17 226.17

Social Security Employee Withheld 100.15 100.15

Medicare Employee Withheld 23.42 23.42
e Dotecoumby=—- Pg. 4
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Payment Method's

Use the Payment Methods tile to define and prioritize salary payments details,
such as payment type, payment amount, and bank account details.

Your Payment Methods should be included during conversion from EBS to Oracle DC Employee
Cloud, but you should verify the accuracy of the information to ensure there are

no interruptions in your payment. It is your responsibility to keep you Payment @ My Payslips @ Payment Methods n
Method information updated.

View, print, download and search Define and prioritize salary payments
current and past payslips, which contain details, such as payment type, payment
gross pay, net pay, taxes and other amount and bank accounts details.

information
]

1. Navigate to the Pay screen
(Home = Me tab = Pay icon).
2. Click the Payment Methods tile. Bank Accounts

*Account Number ’ 1234567890

Payment Methods - Bank Accounts

* Account Type ’ Checking

IMPORTANT: After adding a new Bank Account, you MUST also add it to your
Payment Methods!

*Bank | WELLS FARGO

*Bank Branch ’021101108
*Routing Number 0211011080

1. In the Bank Accounts section, click the +Add button.

2. Enter your Account Number, Account Type (Checking or Savings), and
Bank.

Enter your Bank Branch, which is the same as your Routing Number.

w

2400
4. Click the Save button .
PO " i
PaY
Finding Your Routing Number and Account Number on a Check BRSLH o Bl
DOLLAKS
1. The Routing Number is the first set of numbers on the bottom of a check
and is the same as your Bank Branch.
2. The Account Number is the second string of numbers on the bottom of a =
Raccd05c7BRl 67 eL30W0BA"Y cLOOW
check.
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Payment Methods — My Payment Methods

IMPORTANT: When adding a new Bank Account, you MUST also add it to your
Payment Methods!

In the My Payment Methods section, click the +Add button.

Enter a nickname in the What do you want to call this payment method?
section.

Choose a Payment Type (generally Direct Deposit).

Choose the Bank Account you wish to associate with this Payment
Method.

Click the Save button.

When you add one Payment Method, it will default to 100% of your pay. However,
you can split up your paycheck to be deposited into different accounts. Follow the
same instructions to add a new Payment Method, then change account
allocations.

A.

ESS003.1 - My Pay

In the Payment Amount field, if you choose Percentage, type a number
between 1 to 100. Your other Payment Methods will be updated
automatically to equal 100%

Inthe Payment Amount field, if you choose Amount, type a dollar amount.
That dollar amount will be deposited into the account first, and remaining
pay will be deposited into your other Payment Methods.

My Payment Methods q + Add |

*What do you want to call this payment method?

’ DC Employee Checking

8

*Payment Type
Direct Deposit

*Bank Account

‘ 026012881 XXXXXX7890 Checking

‘ *Payment Amount

’ Percentage

*Payment Amount
Amount

https://www.dallascounty.org/departments/auditor/oracle/

Dallas County Pg. 6

Version Number 1.1 Date: December 9, 2022



Example of Splitting Payment Methods 1. 50% Primary Checking Account ($500)

Total
For example, if your total payment amount was $1,000, you can split it by percent Paycheck: 2. (Amt) $250 Spending Check Account
or amount into several different accounts, with remaining money into a third $1,000
account.

3. Remaining $250 into Savings Account

With a Percentage of 50%, $S500 will go into their primary Checking Acct. a
Next, an Amount of $250 will go into their Spending Checking Acct. My Payment MethOdS

Finally, any Remaining pay will be deposited into their Savings Acct.
If you need to change the allocation amounts or order of deposit, click the DC Employee Checking
Reorder button. Direct Deposit

!

50 %

PWNR

i

026012881
Splitting your Payment Methods can be a helpful way to automate spending and JORO7E90
savings. Be sure to update this information anytime you have a change in your Checking
personal or financial situation.
Spending Check Account 2
Direct Deposit
026012881
. . XXXXXX3579
Tax Withholding _
Checking
Use the Tax Withholding tile to update your Federal and State income tax
withholding. Check this information when your personal or financial situation Sani -
h avings Account Remaining Pay
changes.

Direct Deposit

026012881
1. Navigate to the Pay screen XOOONKI210
(Home - Me tab - Pay icon). Savings
2. Click the Tax Withholding tile. G011 1 U your e i s U ——
income tax withholding. Check this I documents.
information when your personal or
financial situation changes.
Federal
ESS003.1 - My Pay https://www.dallascounty.org/departmer ’
Version Number 1.1 Date: Decembe Calculation Component Start and End Dates
Federal Taxes 07/01/2022
Forms

Federal



Tax Withholding — Federal (Form W-4)

All employees must provide Federal Tax Withholding information for their
Form W-4.

In the Federal section, click the Edit (Pencil) icon.

In the Basic Information area, choose the date when the changes start.
In the Withholding Status area, choose a Filing Status.

OPTIONAL: If you'd like, you can choose to have an Extra Withholding
taken out of EACH PAYCHECK.

PWNR

Exempt from Federal Income Tax

You may claim exemption from withholding if BOTH of the following apply:
e You had no federal income tax liability in the prior year; AND
e You expect to have no federal income tax liability in the current year.

IMPORTANT: If you claim exempt, you will have NO income tax withheld from your
pay, and will be responsible for the full year’s tax liability. If you believe you will
have any federal income tax liability, it is recommended you select No.

ESS003.1 - My Pay https://www.dallascounty.org/departments/auditor/oracle/
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Claiming Dependents and Deduction Amounts

1. You can add tax deductions for Dependents, such as children, foster or
adopted children, permanently disabled people, or other qualifying family
members.

2. Ifyou have another source of income or deductions, you can also add them
here to help make your Tax Withholdings more accurate.

For more information about Dependents and how to calculate the proper
deduction amounts, visit www.irs.gov.

Finishing Your Federal Withholding Declaration

1. When you’ve completed your withholdings information, read the legally
binding statement: Under penalties of perjury, | declare that this
certificate, to the best of my knowledge and belief, is true, correct, and
complete.

2. Click the I Agree checkbox.

3. Scroll to the top of the page, and click the Save and Close button.

Qualifying Dependents Amount

0 usD
Other Dependents Amount

0 usD
Total Dependents Amount

0 usD
Other Income Amount
\ 0] ‘ usD

n Deductions Amount

| o/ usD

*Under penalties of perjury, | declare that this certificate,
to the best of my knowledge and belief, is true, correct, and

v/| | agree
| Iagree g

Save and Close 3 cancel

ESS003.1 - My Pay https://www.dallascounty.org/departments/auditor/oracle/ Dallas County  Pg.9

Version Number 1.1 Date: December 9, 2022


http://www.irs.gov/

Tax Withholding — Viewing Your Federal Tax Withholdings Form W-4
At any time, you can view, download, or print your Federal Tax Withholdings Federal
Form W-4.

Calculation Component Start and End Dates F 4
1. Inthe Federal section, under the Forms header, click the blue Federal link. Federal Taxes 07/01/2022
2. A new window will open, and you’ll see your complete Form W-4.
3. Click the Download or Print icons, as desired.

REMEMBER: All employees must provide Federal Tax Withholding information for
their Form W-4. Be sure to check and update this information when your personal

f- . I . t t . h w_4 Employee’s Withholding Certificate OMB No. 1545-0074
F
Oor Tinancial situation cha nges. om » Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
Deparimant of the Traasey » Give Form W-4 to your employer. 2022
Intornal Revenue Service » Your withholding is subject to review by the IRS.
R (@) First name and middle initial Last name 6] Social security number
Step 1:
. D Employee
nter Address > Does your name match the
Personal 100 Rame on your social security
. card? If not, to ensure you get
City or town, state, and ZIP code gssx\! fag&ﬁ;r];ﬂ;glrsgi con:act
4 »
Dallas, TX-75201 wwssagor, O
© Single or Married filing separately
[ Married filing jointly or Qualifying widow(er)
("] Head of household (Check only if you're unmarried and pay more than half the cests of keeping up a home fer yourself and a qualifying individual)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the estimator at www.irs.gov/W4App, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
Multiple Jobs also works. The correct ameunt of withholding depends on income eamed from all of these jobs.

or Spouse Do only one of the following.

Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate
withholding; or
(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
optien is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . »
TIP: To be accurate, submit a 2022 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.
Complete Steps 3-4{b) on Farm W-4 for only ONE of these jobs. Leave thase steps blank for the ather jobs. (Your withholding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim Multiply the number of qualifying children under age 17 by $2,000 » § 1,000.00
Dependents Multiply the number of ther dependents by $500 . . . . B $1,00000
Add the amounts above and enter the totalhere . . . . . . . . . . . . . 3 &2'000'00
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you
(optional): expect this year that won't have withholding, enter the amount of other income here.
Other This may include interest, dividends, and retirementincome . . . . . . . . |4(a)§000
Adjustments (b) Deductions. If you expect to claim deductions other than the standard deduction and
want to reduce your wi ing, use the D i on page 3 and enter 000
theresult here . . . . - PR P L (- 1
(c) Extra withholding, Enter any additional tax you want withheld each pay period . . |4(c) |§ 0.00
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
Here 'DC Employee 10-19-2022
Employee’s signature (This form is not valid unless you sign it Date
Employers | Employer's name and address First date of Employer identification
Only employment number (EIN)
7-01-2022
For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 102200 Form W-4 (2022

ESS003.1 - My Pay https://www.dallascounty.org/departments/auaicor oracies Canas coangy 15 10
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Tax Withholding — Regional

Texas does not have a state income tax, and therefore it is unnecessary for
residents of Texas to complete a Regional Income Tax Withholding form.

However, if you are a resident of another state, you may need to provide state

income withholding information, based on your residency state’s income tax

requirements.

1. Inthe Regional section, click the +Add button, and click Add Tax
Withholdings.
2. In the Basic Information area, choose:
a. The Date when the changes start;
b. What do you want to add? (usually, State Taxes);
c. Your State of primary residency.
3. Inthe State Tax Information area, choose a Filing Status, and any
Allowances for Personal, Self and Spouse, or Head of Household.

Regional

Add Tax Withholdings

Basic Information

*When does this change start?

10/19/2022

*What do you want to add?

State Taxes

State

AR

ESS003.1 - My Pay

Add the Number of Complete Exemption Dependents, such as children
or other qualifying family members.

OPTIONAL: If you'd like, you can choose to have an Additional Tax
Amount to be withheld from EACH PAYCHECK.

Click the | Agree checkbox to attest to the legal declaration.

Scroll to the top of the screen and click the Save and Close button.

*Under penalties of perjury, | declare that this certificate,
to the best of my knowledge and belief, is true, correct, and
complete.

v 1agree ()

State Tax Information

Filing Status

’ Single

Personal Allowance

|

Number of Complete Exemption Dependents

Additional Tax Amount

50 usD

https://www.dallascounty.org/departments/auditor/oracle/
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Tax Withholding — Viewing Your State Tax Withholdings Form

At any time, you can view, download, or print your State Tax Withholdings Form.

1. Inthe Regional section, under the Forms header, click the blue Federal link.
2. A new window will open, and you’ll see your complete State Tax

Withholding Form.

3. Click the Download or Print icons, as desired.

REMEMBER: Texas does not have a state income tax, and therefore it is
unnecessary for residents of Texas to complete a Regional Income Tax
Withholding form. However, if you are a resident of another state, you may need
to provide state income withholding information, based on your residency state’s

income tax requirements.

Be sure to check and update this information when your personal or financial

situation changes.

Regional

Start and End Dates
10/19/2022

AR4EC

STATE OF ARKANSAS
Employee’s Withholding Exemption Certificate

pintFul Name DC Employee Social Security Number

Print Home Address 100 ciy_Dallas sate TX_z;p 75201
How to Claim Your Withholding Number of Exemptions.
See instructions below Raimed

Employee:
File this form with | 1. CHECK ONE OF THE FOLLOWING FOR EXEMPTIONS CLAIMED
your employer. e
Otherwise, your a You claim yourself. (Enter one exemption) 1 1
employer must b. [ You ctaim yourself and your spouse. (Enter two exemptions) 1 0
withhold state . [] Head of Household, and you claim yourself. (Enter twa exemptions) e 0
income tax from
your wages wilhoul | » - \BER OF CHILDREN or DEPENDENTS. (Enter one exemption per aependent) 2| 2
exemptions or
dependents 3. TOTAL EXEMPTIONS. (Add Lines 12, b, €, and 2)

If o exemptions or dependents are claimed, enter zero. 3 3
Employer:
Keep this oertiicale: |, ot amoun,  any, you want deducted from each paycheck. (Enter doflar amourt) ... 4 50.00
with your records

5. | qualify for the low-income tax rates. (See below for details) 8 [Oves [Xne
Please check filing status: [VSingle [ “Married Filing Jointly [ Head of Household

I certify that the number of exemplions and dependents claimed on this certificate does not exceed the number to which | am entilled,

signature: DC Employee pate: 10-19-2022
Instructions
TYPES OF INCOME - This form can ba used for withhaiding on alltypes (a) Your spouse for whom you have been daiming an
of income, including pensions and snnues. axemption is divorced or legally separated from you, or claims
s or her own exemption on a separate certficate, or
NUMBER OF EXEMPTIONS — (Husband and/or Wife) Do not claim more (b) The support you p for whom you claimed
than the corect number of exemptions. However, more than half ofthe total supp: year

ESS003.1 - My Pay

income tax for the year, you may increase your withhelding by claiming a
smaller numbar of sxemptions andior dependents, or you may enter into an
agreement with your employer to have additional amounts withheld. This is

y mployer. or if
and wife are employed.

DEPENDENTS - To qualify &5 your dependent (line 2 of forr), a person
must (a) receive more than 112 of their support from you for the year, (5}
not be ciaimed as a dependent by such person's spause, (c) be a citizen
o residen of the United States, and (d) have your home as their principal
residence and be a member of your household for the entire year of be
related 1o you as follows: son, daughter, grandchid, stepson, stepdaugher,
son-in-law or daughter-in-law: your father, mother, grandparent, stepfather,
stepmother, father-inaw o mother-in-law; your brothe, sister, stepbrother
stepsister. hall-brother, halfsister, brother-in-law or sister-in-aw; your uncle.
aunt, nephew or niece (but oniy i refated by biood)

CHANGES IN EXEMPTIONS OR DEPENDENTS — You may fil
a new certificate at any time if the number of exemptions or dependents
INCREASES. You must file a new certiicate within 10 days if the number
of exemptions o dependents previously claimed by you DECREASES for
any of the following reasons:

ARAEC (R 11117

GTHER DECREASES in exemptions or dependents, such as the death of a
spouse or 3 dependent, does not affect your withholding until next year, but
requires the fiing of a new cerificate by December 1 of the year in which
they occur.

You may elaim additional amounts of withholding tax if desired. This wil
apply most often when you have income other than wages

You qualy for the low-income tax rates if your total income from al
sources is:

(a) Single $13.055 o $15700
(b) Married Filing Jointly $22016 to $26.100
(1 or less dependents)

(c) Married Filing Jointly $26497 to $32200
or more dependents)
(d) Head of HouseholdiQualfying Widow(er) $18,551 to §22,600
(1 or less depandents
(e} Head of HouseholdiQualltying Widow(er) $22,126 1 $§26,000
{2 or more dapendents)

For additional information consult your employer or write to
Arkansas Withholding Tax Section
0. Box 8055
Little Rock, Arkansas 72203-8055
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2.Learn More About Oracle Cloud!

ORACLE
CLOUD

Check Out the NEW Dallas County Oracle Cloud Info Site!
Your one-stop shop for all things Oracle Cloud: Latest News & Project Updates, Training Schedules & Support Resources,

and Opportunities to Get Involved to help people across the organization adopt our new HR, Finance and Budgeting

system!

https://www.dallascounty.org/departments/auditor/oracle/

Get a head start with Oracle Learning Explorer!
Earn Learning Explorer Badges by completing video tutorials and quizzes! These tutorials are generic and NOT specific

to the Dallas County configuration, but can give you a good general understanding of how to use different modules.

https://education.oracle.com/learning-explorer

https://www.dallascounty.org/departments/auditor/oracle/ Dallas County Pg. 13
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