UCPath Task:
[OF U C P th Complete the Out-Of-State Income Tax
d Withholding form

All employees who work outside of the U.S., whether U.S. citizens or not, are required to
complete a Foreign Source Income Statement form, upload and attach it to the Out-of-State
Income Tax Withholding form and then complete and submit that form. This sets the proper tax
status and situation with UCPath.

International hires who are not US citizens, do not reside in the US and who perform their work
activities in another county, are not subject to FICA or any other US tax. They are, however,
responsible for reporting income per their country's tax laws.

Use this task to upload the Foreign Source Income Statement form and to complete and submit
the Out-of-State Income Tax Withholding form.

Dashboard Navigation:
Forms Library > Access Forms > Payroll > Out-Of-State Income Tax Withholding

Note: This example uses sample images as seen on a computer. Sample images appear differently
on a tablet or smartphone, but the steps remain the same.

Megan Mejia UCPath Q@ sookmark @) Logout

pun

Primary Title:
TRAINER 4

sovoe FORMS LIBRARY AckucPathContr

10191147

Service Date:
05/20/2019

Accruals Management

Forms Library
@ State Agency Prior Service Verification
Access Forms
View an Employee eForm

Update an Employee eFo. Employee Benefits

Dependent Information Update
Evidence of Insurability
Health Benefits Enrollment for Life Event
Health Benefits Enrollment for Newly Eligible Employees
Health Benefits Opt Out
HSA, Life Insurance, Voluntary Disability and AD&D Change
Late Enroliment Request
© cdit profile
Notice To UC of a COBRA Qualifying Event

® rogout v

[A Postdoctoral Renefits Prosram Selection

Step Action

1. Navigate to the Out-Of-State Income Tax Withholding form.

Click the scroll bar.
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Megan Mejia 2

Payroll

Employee ID:
10191147

Service Date: [® Damage Payment Release

05/20/2019

Damage Payment Report

Forms Libran
Y [A Foreign Source Income Statement

Access Forms X
Instant Pay Consent

View an Employee eForm
@ Out-Of-State Income Tax Withhelding

Update an Employee efo.
Wage Payment Consent - Personalized
[A Workers' Compensation Alternative Work Schedule/Shift Differential

Workers' Compensation Election

Records

@ Records and Data Request

© cdit profile

@ Logout Privacy Statement TermsofUse University of California

v
®100% v
Step Action
2. Click the Out-Of-State Income Tax Withholding link.
a0 [o7]
Megan Mejia UCPath Q| @ sookmark @) rogout
o
Primary Ti
TRAINER 4
Employee ID: Ask UCPath Center
10191147
Service Date:
05/20/2019
Dashboard
eForm ID: 22926
PeopleSoft Menu . ¢ /
Withholding Information
Worklist
Bookmarks This form determines the tax withholding for an employee who works and lives in a state other than California. Employees are categorized as one of the following:
- = California tax residents — subject to tax withholding on their worldwide income regardless of where the work is performed.
Employee Actions
= California tax residents — not subject to tax withholding under the conditions set forth under the Service Member Givil Relief Act, as amended by the Military
Forms Library Spouses Residency Relief Act
Quicklinks « California non-residents who work in California -- subject to tax withholding on their portion of income that is earned in the State of California
‘ « Non-residents working and living outside California — not subject to California tax withholding. They may be subject to state income tax withholding in the state in
Help/FAQ which they are working.
Please Note: An asterisk (*) nextto a field name indicates a required field.
Employee Information
© cdit profile
Empl ID: Name:
® rogout 10151147 Megan Mejia v
H]100% v

Step Action

3. International hires are non-residents working outside of California and not subject
to California tax withholding.

Review the defaulted form data and update as needed.

Click the scroll bar.
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Megan Mejia 2
Empl1D: Name:

Prary Tile: )

TRAINER 4 10191147 Megan Mejia

Employee ID: Job Title: Department:

10191147 TRAINER 4 830300 - UCPATH CENTER

Service Date:

05/20/2019

Dashboard

PeopleSoft Menu Home Address

Worklist Check the “Override Address” checkbox to be able to edit the “Home Address" fields.

Bookmark Check the "Military Spouse (MSRRA)" checkbox if you are a military spouse claiming CA state tax exemption under MSRRA.
ookmarks

*~ Changing Address Information Below will not Update Address Information in UCPath ***
Employee Actions

Military Spouse (MSRRAY Override Address

Forms Library

Address Line 1 Address Line 2-
Quicklinks

300 Lakeside Dr Dummy 100
Help / FA

p/FAQ city: State:

Oakland CA- california

Postal Code:

94612

Type of Request: State of Residence *

© cdit profile Request New n
® togout v

®100% v
Step Action
4. Update the residence location to Foreign Country.
Click the Look Up State of Residence button.
Megan Mejia a
Primary Title:
TRSINERS BACK » SEARCH FILTERS
Employee ID-
10191147
i begins with v
05/20/2019
begins with v
Dashboard
PeopleSoft Menu Clear @
Worklist
Quick Filter
Bookmarks ‘ |
Employee Actions
Forms Library
Quicklinks
Help / FAQ
© cdit profile
®100% v

Step Action

5. Click the scroll bar.
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KY-Kenton County Tiered Tax
KY-Hazard Tiered Tax

© cdit profile
Q Log out

KY-Mayfield Tiered Tax

Kansas

o DC District of Columbia
Megan Mejia < ] A
TRAINER 4

Employee ID-

Service Date:

05/20/2019 FL Florida

Worklist

Bookmarks

Employee Actions

foms iy I,

Help / FA

R®100% ¥

Step Action

6. Click the FC button.

TRAINER4 830300 - UCPATH CENTER ~

Megan Mejia

Primary Title:
TRAINER 4

Employee ID:
10191147
Home Address
Service Date:

05/20/2019
Check the "Override Address” checkbox to be able to edit the *Home Address” fields.
Dashboard Check the “Military Spouse (MSRRA)' checkbox if you are a military spouse claiming CA state tax exemption under MSRRA.
*** Changing Address Information Below will not Update Address Information in UCPath =
PeopleSoft Menu
Military Spouse (MSRRA) Override Address
Worklist
Bookmarks Address Line 1- Address Line 2:
300 Lakeside Dr Dummy 100
Employee Actions
city: State:
Forms Library oakland CA- california
Quicklinks Postal Code:
94612
Help / FAQ
Type of Request: State of Residence *
Request New

« o

© cdit profile
Employee Contact Information
© wozont .

®100% ¥

Step Action

7. Click the scroll bar.
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Megan Mejia 2
/ Employee Contact Information
Primary Title:
TRAINER 4
Home Telephone Preferred Email *
Employee ID-
10191147 510/987-0457 10191147@ucoptest.edu
Service Date:
05/20/2019
Dashboard
PeopleSoft Menu Non-Resident of California
Worklist Use this section if you are a non-resident of the State of California, have claimed exemption from California income tax withholding on your UC W-4/DE 4 forms
and are eaming compensation, while working in the cty, county and state listed below. Use the Start Date to indicate the day you started eaming compensation
Bookmarks at that location and the End Date for when you expect it to end. Use the End Date Unknown/TBD checkbox if the assignment is indefinite.
Start Date: * End Date: *
Employee Actions
Forms Library
Quicklinks End Date Unknown/TBD
Help / FAQ city:* County-*
State:
n Additional State Withholding?
© cdit profile
® rogout v
®100% v
Step Action
Click in the Start Date * field.
Megan Mejia 2
/ Employee Contact Information
Primary Title:
TRAINER 4
Home Telephone Preferred Email *
Employee ID-
10191147 510/987-0457 10191147@ucoptest.edu
Service Date: « May 2020 »
05/20/2019
Su Mo Tu We Th Fr Sa
Dashboard 2 27 28 29 30 1 2
Ne P 4 56 7 & s
PeopleSoft Menu q
10 11 12 13 14 15 16
Worklist |17 18 19 20 21 22 93 lentofthe State of California, have claimed exemption from California income tax withholding on your UC W-4/DE 4 forms
working in the city, county and state listed below. Use the Start Date to indicate the day you started eaming compensation
Bookmarks 2425 26 27 28 29 30 yhonyoy expect it to end. Use the End Date Unknown/TBD checkbox if the assignment s indefinite.
31 1 2 3 4 5 6 End Date: *
Employee Actions F
Forms Library
Quicklinks End Date Unknown/TBD
Help / FAQ city:* County-*
State:
n Additional State Withholding?
© cdit profile
® togout v
H]100% v

Step Action

9. Select the start date.

For this example, select June 1 2020.
1
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Megan Mejia 2
/ Employee Contact Information

Primary Title:
TRAINER 4

Home Telephone Preferred Email *
Employee ID:
10191147 510/987-0457 10191147@ucoptest.edu
Service Date:
05/20/2019
Dashboard
PeopleSoft Menu Non-Resident of California
Worklist Use this section if you are a non-resident of the State of California, have claimed exemption from Califoria income tax withholding on your UC W-4/DE 4 forms.

and are earning compensation, while working in the city, county and state listed below. Use the Start Date to indicate the day you started earning compensation
Bookmarks atthat location and the End Date for when you expect it to end. Use the End Date Unknown/TBD checkbox if the assignment is indefinite.

Start Date: * End Date: *
Employee Actions

06/01/2020

Forms Library
Quicklinks End Date Unknown/TED
Help / FAQ City:* County:*

States *

n Additional State Withholding?
© cdit profile
© wozont .
®100% v

Step Action

10. If an ending date is known, enter it. If unknown, click the End Date
Unknown/TBD check box.

For this example, click the End Date Unknown/TBD check box.

11. Enter your city of residence.

Click in the City: * field.

12. Enter the desired information into the City field.

For this example, enter Berlin.

13. Enter your country of residence using the County field.

Click in the County:* field.

14. Enter the desired information into the County field.

For this example, enter Germany.

15. Update the residence location using the State field.

Click the Look Up State button.
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Megan Mejia a

Primary Title:

TRAINER 4 BACK > SEARCH FILTERS

Employee ID:
10191147

Service Date: begins with v
05/20/2019

begins with v
Dashboard

Worklist
Quick Filter

Bookmarks

Employee Actions >

Forms Library >
blankblank
Quicklinks N
Federal
Help / FAQ >

American Samoa Federal
Guam Federal

Puerto Rico Federal

© cdit profile

suvi Virgin Islands Federal

@chem v

H00%
Step Action

ServiceDate

Worklist

Bookmarks

Employee Actions >

Help / FA( >

O o S, .
H00%

Step Action

17. Click the FC button.
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Megan Mejia 2
Employee Contact Information

Primary Title:
TRAINER 4
Home Telephone Preferred Email *
Employee ID-
10191147 510/987-0457 10191147@ucoptest.edu
Service Date:
05/20/2019
Dashboard
PeopleSoft Menu Non-Resident of California
Worklist Use this section if you are a non-resident of the State of California, have claimed exemption from California income tax withholding on your UC W-4/DE 4 forms.
and are eaming compensation, while working in the city, county and state listed below. Use the Start Date to indicate the day you started eaming compensation
Bookmarks at that location and the End Date for when you expect it to end. Use the End Date Unknown/TBD checkbox f the assignment is indefinite.
Start Date: *
Employee Actions
06/01/2020
Forms Library
Quicklinks v/ End Date Unknown/TBD
Help / FAQ city:* County:*
Berlin Germany
State: *
Additional State Withholding?
e =)
© cdit profile
© wozont .
®100% v
Step Action
Megan Mejia o
Primary Title:
TRAINER 4
Employee ID- File Attachments
10191147
Po—— Unless you are claiming Out-of-State taxes in one of the following states, you must attach a State Tax Form
05/20/2019
- AK
- FL
Dashboard - NV
« NH
PeopleSoft Menu . D
s TN
Worklist . TX
- WA
Bookmarks . Wy
You can find the st of State Tax Forms here.
Employee Actions
If you work in a state that has a reciprocal state of which you are a resident, you can be considered for exemption. With a reciprocal agreement exemplion, no
Forms Library withholding will be taken out of your paycheck for the state in which you work. Click here to see which states have reciprocal agreements and to access the
agreement documents.
Quicklinks Upload View Description Docid Delete
Help /FAQ Upload Selectan Option v Delete
Add Fille Attachment
© cdit profile
Action Items
© wozont .
H]100% v

Step Action

19. Upload the Foreign Source Income Statement form.

Click the Upload button.
Upload
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Megan Mejia a

Primary Title:

TRAINER 4 ADD ATTACHMENT

Employee ID:
10191147

Service Date: t,
05/20/2019 & Choose afile...

Dashboard

PeopleSoft Menu

Worklist
Bookmarks
Employee Actions
Forms Library
Quicklinks

Help / FAQ

© cdit profile

Pr Stats nt T f U us f Califc
© wozont oy Srtement Termsef e UnbversyofCalforia

®100% v

Step Action

20. Click the Choose a file... button.

& Choose File to Upload x
4 HB > ThisPC > Desktop > v ©  SearchDeskiop rl
Organize +  New folder e O @

39 Contacts A Name Date modified e A
B Deskiop -

9 X
' Complete the Out-Of-State Income Tax Withhlding form_20200528134...
"' foreign-source-income-statement.pdf

¢ Favorites

Interactive Intelligence
# Links Cangel
b Music

OneDrive
&) Pictures
4P Saved Games
9 Searches
[ videos

8 This PC
I Deskeop s >

C— 7] [miftes ) S

@ cdit profile

Privacy Statement Termsof Use University of California
@ Logout Y ty: v

HI00% v

Step Action

21. Find the Foreign Source Income Statement form.

Click the appropriate file.

"L foreign-source-income-statement.pdf

22. Click the Open button.

Open
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Megan Mejia a
Primary Title:
IRAINRY ADD ATTACHMENT
Employee ID-
10191147
Service Date: 1, i i pdf
05/20/2019 & foreigr P
Dashboard
Upload Cancel
p—— [ e ]
Worklist
Bookmarks
Employee Actions
Forms Library
Quicklinks
Help / FAQ
© cdit profile
e Logaut Privacy Statement Termsof Use  Universityof California
H]100% v
Step Action
Megan Mejia o
Primary Title:
TRAINER 4
Employee ID- File Attachments
10191147
Po—— Unless you are claiming Out-of-State taxes in one of the following states, you must attach a State Tax Form
05/20/2019
- AK
. R
Dashboard - Ny
« NH
PeopleSoft Menu . 5D
s TN
Worklist . TX
- WA
Bookmarks . Wy
You can find the list of State Tax Forms here.
Employee Actions
If you work in a state that has a reciprocal state of which you are a resident, you can be considered for exemption. With a reciprocal agreement exemption, no
Forms Library withholding will be taken out of your paycheck for the state in which you work. Click here to see which states have reciprocal agreements and to access the
agreement documents.
Quicklinks Upload View Description Docid Delete
Help / FAQ View Select an Option v 101911472020-05-28- Delete
13.35.11
Add File Attachment
© cdit profile
Action Items
@ rogout v
0% v

Step Action

24. Select a description.

Click on the drop-down icon.

b
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Withholding form

Megan Mejia

Primary Title:
TRAINER 4

Employee ID:
10191147

Service Date:

05/20/2019

Dashboard
PeopleSoft Menu
Worklist
Bookmarks
Employee Actions
Forms Library
Quicklinks

Help / FAQ

© cdit profile
e Log out

~
File Attachments
Unless you are claiming Out-of-State taxes in one of the following states, you must attach a State Tax Form:
- AK
. R
- NV
« NH
s SD
s TN
. TX
- WA
. WY
You can find the st of State Tax Forms here.
If you work in a state that has a reciprocal state of which you are a resident, you can be considered for exemption. With a reciprocal agreement exemplion, no
withholding will be taken out of your paycheck for the state in which you work. Click here to see which states have reciprocal agreements and to access the
agreement documents.
Upload View Description Docld Delete
View Select an Option STETENBER Delete
State L Tax Form 133541
State 2 Tax Form
Add File Attachment State 3 Tax Form
Action Items
v
®100% v

Step Action

25.

Upload documents one at a time, or scan multiple documents together and load as
one.

For this example, upload one attachment. Click the State 1 Tax Form list item.
State 1 Tax Form

Megan Mejia

Primary Title:
TRAINER 4

Employee ID:
10191147

Service Date:

05/20/2019

Dashboard
PeopleSoft Menu
Worklist
Bookmarks
Employee Actions
Forms Library
Quicklinks

Help / FAQ

© cdit profile
e Log out

File Attachments

Unless you are claiming Out-of-State taxes in one of the following states, you must attach a State Tax Form

AK
FL

NV
NH

8

You can find the list of State Tax Forms here.

If you work in a state that has a reciprocal state of which you are a resident, you can be considered for exemption. With a reciprocal agreement exemption, no
withholding will be taken out of your paycheck for the state in which you work. Giick here to see which states have reciprocal agreements and to access the
agreement documents.

Upload View Description Docld Delete

101911472020-05-28-

142110

View State 1 Tax Form v Delete.

Add File Attachment

Action Items

®100% v

Step Action

26.

Click the scroll bar.
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Megan Mejia 2
Action Items

Primary Title:

TRAINER 4

Employee ID- Message Text
10191147

O Required Acknowledgement

Service Date:
05/20/2019

Tax Withholding Form when my

assignment in the state listed above
Dashboard o

PeopleSoft Menu (] Required Acknowledgement

Worklist

Bookmarks
Employee Actions

Forms Library Comments v

Quicklinks

Help / FAQ

Search Submit Save.

© cdit profile
® togout v

Step Action

27. Action Item completion is required before the form is accepted.

28. Review and complete the first Action Item and then acknowledge completion.

Click the Required Acknowledgement check box.
M

29. Review and complete the next Action Item and then acknowledge completion.

Click the Required Acknowledgement check box.
M

30. After completing all applicable fields in all the sections, submit the form for
processing.

Click the Submit button.

Submit
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Withholding form

Megan Mejia a
Primary Title:
TRAINER 4
FORM ACTION CONFIRMATION (24844,34)
Employee ID:
10191147
Are you sure you want to submit this form?
Service Date:
Dashboard
PeopleSoft Menu
Worklist
Bookmarks
Employee Actions
Forms Library
Quicklinks
Help / FAQ
© cdit profile
e Logout Privacy Statement Termsof Use University of California
®I00% v
Step Action
31. Click the Yes button.
o A
Megan Mejia
Primary Title:
IRAINRY OUT-OF-STATE INCOME TAX WITHHOLDING
i'g';';yfﬂ; eForm ID: 22926
Service Date: iSsi i -
> Submission Confirmation
Dashboard
Employee Information
PeopleSoft Menu
Worklist EmpliD. Rames
10191147 Megan Mejia
Bookmarks Job Title: Department:
TRAINER 4 830300 - UCPATH CENTER
Employee Actions
Forms Library
Klink:
Quicklinks G3FORM_ID=22926 : Pending
Help / FAQ
Pending
Multiple Approvers
UCPath Center - Payroll
© cdit profile
@ togout ’ ) .
Transaction / Signature Log
0% v
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Step Action

32. You have uploaded the Foreign Source Income Statement form and completed
and submitted the Out-of-State Income Tax Withholding form.

All international employees, regardless of their citizenship status, who move to the
United States are required to submit a new Out-of-State Income Tax
Withholding form to cancel international residence and to set up a US state of
residence.

Non- Resident Alien (NRA) employees must update GLACIER with their date of
departure and date of arrival once they return to the United States.
End of Procedure.

Page 14 Last changed on: 11/9/21



