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Employee Management Taxes Tab 

The Taxes Tab is used to set up employee information for Federal and State Taxes, as well as 

OASDI, Medicare, SDI, SUI, and Workers Compensation. The software uses this information to 

calculate taxes and other deductions. Each employee is required to have a Tax Record set up. 
 

The tax setup affects retirement earnings. If an addon is set up with a STRS contribution code of 

zero, then the software looks to the earnings table and the employee’s tax setup to determine 

whether or not the earnings are subject to OASDI. If the earnings are subject to OASDI, then 

STRS contributions will not be calculated. STRS and OASDI cannot be applied to the same 

earnings. 
 

There are various retirement scenarios to consider when entering the General Tax Setup.  Below 

is a snapshot of the Retirement and Tax Setup document that can be accessed on the SCOE 

Website under forms.  For quick access go to the Activity Tree in Escape – SCOE Resources – 

Forms https://www.scoe.org/files/Retirement_and_Tax_Setup_Revised_04.06.22.pdf 

Certificated vs Classified DOES NOT determine tax set up, STRS Member vs 

STRS Non-Member or PERS Member are the determining factors 

 

 

https://www.scoe.org/files/Retirement_and_Tax_Setup_Revised_04.06.22.pdf
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Enter Tax Data 

Go to HR/Payroll – Employment – Employee Management 
 

• Search for Employee Record 

• Open Tax Tab 

• Click New to create a new record OR end the  

current record and copy to a new record to edit 

Section 1 – General Tax Setup 

• Begin Date – Enter 1st day of the month 

• Subject to OASDI (Social Security) - Employer and Employee Paid.  PERS Members, 

PERS Non-Members, and STRS Non-Members are subject to OASDI.   

• Subject to Medicare - Employer and Employee Paid.  All employees are subject to 

Medicare 

• Subject to SUI (State Unemployment Insurance) - Employer Paid.   Elected Officials and 

Students that meet the qualifications are NOT subject to SUI.  See EDD SUI Exemptions 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de231ee.pdf 

• Subject to Work Comp (Workers Compensation) - Employer Paid.  All employees are 

subject to Workers Comp 

• Subject to SDI (State Disability Insurance) – Employer and/or Employee Paid.  SDI is 

not a required tax.  If the district offers SDI, enrollment it is determined by the District 

Bargaining Unit agreement and is set up as such with the Employee Development 

Department (EDD) 

• Supplemental Tax – Employee Paid.  Escape addons in Sonoma County School Districts 

are not set up to tax at the supplemental tax rate.   Entering Yes in this field will change the 

withholdings to 98 exemptions and use the supplemental tax rate for Federal Income Tax 

(FIT) 22% in 2022, and State Income Tax (SIT) 6.6% on non-primary pay cycle earnings.  

 

 

When an employee moves from 

one retirement system to 

another (changes positions, etc) 

be sure to update the taxes tab 

accordingly. 

Student Workers 

enrolled in the District 

and attending classes 

regularly are exempt 

from OASDI, Medicare 

and SUI.  

Be mindful when 

students work during 

summer break and not 

attending class, they are 

subject to OASDI, 

Medicare and SUI. 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de231ee.pdf
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Section 2 – Federal Withholding Setup 

 

 

• W4 Form:  Defaults to 2020 (all employees hired after 1/1/2020 should be using the 2020 

format 

• Federal Exemptions:  Only complete this field if Employee is eligible to claim Exempt, if so 

enter ‘99’ 

• Federal Extra Percent:  There is no field for this on the new W4 form 

 

 

 

  

 

Important: Refer employees to their tax advisor or the 

Tax Estimator at www.irs.gov/W4App if they have 

questions.   

http://www.irs.gov/W4App
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Be sure to use the most current form https://www.irs.gov/pub/irs-pdf/fw4.pdf 
 

Form W-4 (2022) 

 

 

https://www.irs.gov/pub/irs-pdf/fw4.pdf
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Section 3 – State Withholding Setup 

 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de4.pdf 
 

DE 4 Rev. 51 (12-21) Internet 

 

 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de4.pdf
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Review Pay99 Employee Payroll Snapshot for Subject Grosses 

 
Example STRS Member 2%@60: For this employee the STRS Subject Gross equals the total 

Earnings.  If there were Fringe Earnings, these would not be subject to STRS, therefore the 

Subject Gross would be decreased. 

 

Reductions are pre-tax deductions that will reduce the subject gross for FIT and SIT. 

 

Medicare, SUI and Work Comp Subject Grosses are reduced by pre-tax medical only. 

 

Notice there is not a Subject Gross for OASDI because this is a STRS Member. 

 

 
 
 
 
 

Subject Gross is the total 

earnings that the Tax Rate 

is applied. 

FIT & SIT Subject Gross is 

Reduced by pre-tax 

reductions. 
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Review Pay99 Employee Payroll Snapshot for Subject Grosses 

 
Example PERS Member New: For this employee the PERS Subject Gross equals the total 

Earnings.  If there were Fringe Earnings, these would not be subject to PERS, therefore the 

Subject Gross would be decreased. 

 

Reductions are pre-tax deductions that will reduce the subject gross for FIT and SIT. 

 

OASDI, Medicare, SUI and Workers Comp Subject Grosses are reduced by pre-tax medical 

only. 
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Review Pay99 Employee Payroll Snapshot for Subject Grosses 

 
Example Student Worker: A student enrolled in the District and attending classes is not subject 

to OASDI, Medicare or SUI.   

 

Often times students will submit their W4 and DE-4 as exempt if they qualify per EDD guidelines. 

In that case, FIT and SIT taxes will not be withheld but will be reported on a W2. 

 

 


