
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WORKFORCE ONE 
Employee Tax Setup 
  



  

 
 

Page 2 Copyright © 2019 Paypro Corporation. All rights reserved.  

CONTENTS 
 
Introduction ................................................................................................................................ 3 

Employee Tax Setup ................................................................................................................... 4 

Tax Options: Federal ............................................................................................................... 4 

Tax Options: State Tax Allowance Changes ............................................................................. 5 

Tax Codes: Unemployment ...................................................................................................... 7 

State Reciprocity Override .................................................................................................... 8 

View W2 Forms ....................................................................................................................... 9 

 



  

 
 

Page 3 Copyright © 2019 Paypro Corporation. All rights reserved.  

Introduction 
This document is intended as a comprehensive resource for the payroll section of the system. 
Some things you should note about this document: 

• Any time you see an item marked in bold it means it is a button or option to select.  

• Tables below large screen shots are there to describe the various options in the screen shot 

above (which normally have a bold rectangle around them). 

• Anything in italics is the name of the window you are viewing.  

• If you ever see this popup below, it means you have not saved your work. Select cancel, 

save your work, and then you won’t get that popup and can continue through the system. 
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Employee Tax Setup 

Tax Options: Federal 

The system default for Federal taxes is set to single with zero exemptions. 

1. Select the Hamburger Menu (highlighted below). 

 

2. Select the My Employees option. 

 
The menu expands.  

3. Select Employee Information and the following window displays. 

 

4. Select the icon next to the employee you want to set up from the employee list.  
5. Select the Payroll Tab.  
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Payroll Tab 

6. Scroll down to the Tax Information pane.  
7. Select the Federal Tab (if not already selected). 
8. In the pane, shown below, enter the new Filing Status, # of Allowances, and From date. 

Allowances are commonly referred to as exemptions. 
9. If an employee has additional withholdings enter this number in the additional 

withholding section. 

The number of allowances changes how many people you are claiming. Additional withholding 
is additional money you want withdrawn from your check each pay period. 

 
Tax Information 

 

10. Select the Save button on the top right corner to save your work. 

 

Tax Options: State Tax Allowance Changes 

Like Federal, the system default for new hire employees’ State taxes is set to single with zero 
allowances (exemptions).  If allowance changes are required, i.e., someone gets married, divorced, 
has a child, etc., these are the steps you would take to make those adjustments. 

1. Select the Hamburger Menu (highlighted below). 
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1. Select the My Employees option. 

 
The menu expands.  

2. Select Employee Information under My Employees. 

 
Employee Information Pane 

3. Select the icon to select an employee.  
4. Select the Payroll tab and scroll down to the Tax Information pane 
5. Select the State tab.  
6. Enter the number of allowances. 
7. Enter any additional withholdings and update the filing status as necessary. (as 

highlighted in the picture below) 
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8. Select the Save button on the top right corner to save your work. 

 

Tax Codes: Unemployment 

The system can be set up to default to a particular company home location, however if you have 
multiple locations you will need to select the appropriate state based on where the employee works.  

1. Select the Hamburger Menu (highlighted below). 
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2. Select the My Employees option. 

 
The menu expands.  

3. Select Employee Information under My Employees. 

 
Employee Information Pane 

4. Select the icon next to the employee you want to set up from the employee list.  
5. Select the Payroll tab and scroll down to the Tax Information pane. 
6. Select the Unemployment State drop-down menu and select the appropriate state for 

the employee. 

 
Unemployment Pane 

State Reciprocity Override 
The default is set to Enforce Reciprocity. However, several settings will override reciprocity rules. 

Option Explanation 
Enforce 
Reciprocity 

The tax engine calculates the correct taxes. 

Resident Only If this option is selected, only the Resident state income tax is withheld. 
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Non-Resident 
Only 

If this option is selected, only Non- Resident state income tax is withheld. 

Zero in Both If this option is selected, there will be no state income tax withheld for both 
Resident and Non- Resident states. 

Full If this option is selected, then state income tax is withheld in both the Resident 
and Non- Resident states. 

Diff The greater of the difference in state income tax (SIT) withholding is withheld 
based on calculated SIT. For example, an employee lives in MO but works in 
IL. MO SIT calculates at $100 and IL SIT calculates at $75. In this case, $25 
would be withheld in MO SIT and $75 in IL SIT. 

 

7. Select the Save button on the top right corner to save your work. 

 

View W2 Forms 

All W2s that have been prepared for each employee and tax year are available for your review. 

1. Select the Hamburger Menu (highlighted below). 

 

2. Select the My Employees option. 

 
The menu expands.  

3. Select Forms, and then W2s option. 
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Employee Listing  

Special Note: There are two columns with the same icon . One is 
copy D (or for the employer) and one is the W2 which are the copies 

for the employee. If you hover over the icons it will tell you which 
column is which.  

4. Select the and view the employee’s W2. 

D 

B/C 
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5. Select Download PDF or Close. 
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