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Use this Setup Guide for help adding payroll tax tables for the first time 
 

• A tax table should be set up for each federal, state, and local taxing entity the 
dealership has employees living in. 

• There needs to be a tax table of each type for each marital status and pay 
period frequency required by the dealership.   

• Use a federal Circular E and the equivalent state publication to set up the tax 
tables. 

 

1. Verify that the appropriate taxing unit codes have been defined. 

a. Take option 50=Application Environment from the Payroll & Personnel 
Management menu and take option 1=Select by Taxing Unit Name and Address. 

b. Hit F4 on the Withholding Unit ID* field to see the list. 

• The list should appear similar to the one below. 

 

 
 

• If a taxing unit is missing, it will need to be added. 
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2. Verify that the state and local System Preferences have been defined. 

a. Take option 50=Application Environment from the Payroll & Personnel 
Management menu and take option 1=Select by Payroll System Preferences. 

b. Take option 2=Update by State Tax Setup for the state you want to add a tax table 
for to display the State Payroll Setup screen. 

• The screen should appear similar to the one below. 

 

 
State Payroll Setup Screen 

• This screen must be completed correctly with the appropriate responses in 
the Tax Computation column before you can add a state tax table. 

 

3. Add a tax table. 

a. Take option 50=Application Environment from the Payroll & Personnel 
Management menu and take option 1=Select by tax tables to display the Tax 
Table Selection screen. 

b. Use function F6=Add to display the Add a New Tax Table window. 
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Add a New Tax Table Window 

c. Take option 1=Select by each category of the table you want to create and press 
[ENTER] to display the tax table. 

• The federal tables are copied from ARKONA defaults. 

d. Key in the tax table according to the government publication and press [ENTER] to 
save. 

• The tax table may look similar to the one below. 

 

 


