Radciitte

PAYROLL SERVICES
Certified Payroll Professionals

Question: My employee wants to not have federal or state taxes withheld for just one pay period. How do | do that?

Click on the “no” or “yes" in the override column next to the employee’s name when you are in the pay grid. In this
example itis a “no.”
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Click on the blank line under Tax Name in the “Taxes” Tab and a drop down arrow will appear. Click on the arrow to
display the available taxes and select the applicable tax.
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Click on the blank line under Option, next to the tax. A drop down arrow will appear and click on it to display the
available options. Select the applicable option — this is where you can make the temporary change, such as adding a few
dollars to the tax or stopping the tax for just this employee, for just this pay. If you are choosing to add an amount to the

tax, input the amount in the Amount field. If you wish to stop the tax for just this pay, you do not need to do anything
other than selecting “Do Not Take.” Hit Save.
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