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NRA Tax Setup: Setup of

Non Resident Alien Tax Data

Last Updated: September 2015
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Use this job aid to setup a Non Resident Alien’s employee tax data so that the tax withheld throughout the course of 2006 and beyond will reflect the employee’s tax treaty status.  

Please read entire document before beginning this process.

Step-by-Step:

	1. Setup Employee Identification Data

* Note: This step is optional.  If done prior to setting up the Employee Tax Data certain Warning messages will be avoided.  

	Citizenship / Passport page
	1.    Navigate to: Main Menu> Core CT-HRMS> Workforce Administration > Personal Information > Citizenship > Identification Data
2. Search under Empl ID or Name field
3. Look up “USA” in the Country field

4. From the dropdown menu, select the employee’s Citizenship Status in regards to the USA

5. Enter the employee’s Passport Information in the fields within the Passport Information subtitle

	Visa / Permit
Data page
	1. Click on the Visa/Permit Data tab

2. Enter the employee’s Visa / Permit information in the appropriate fields

3. Enter the employee’s Supporting Documentation in the Supporting Documentation Needed subtitle.


Identification Data pages
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Set Up Employee Tax Data

Employee Tax Data

1. Navigate to: Main Menu > Core CT-HRMS>  Payroll for North America > Employee Pay Data USA >Tax Information > Update   Employee Tax Data 

a. Enter the employee’s ID in the Empl ID field
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2. In the Federal Tax Data tab, click the [image: image2.bmp] button to add a new effective dated row
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3. The *Effective Date should be populated with the date that the pay period began

Define Special Tax Withholding Status
1. Choose the Non-Resident Alien option in *Special Withholding Tax Status dropdown
2. To proceed to the next step, click on the Tax Treaty/Non-Resident Data  subtitle
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Define Tax Treaty/Non-Resident Data
1. In the Tax Treaty/Non-Resident Data subtitle, click on the Education and Government dropdown
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2. Enter the appropriate Date of Entry, and Country
3. Click on the [image: image4.bmp] look up icon in order to search for the appropratie Treaty ID
a. The Treaty Expiration Date will default once you enter the Treaty ID. Change the value as appropriate. 

4. Enter in the Form 8233 Effective Date once the form has been received
a. Indicate that the W-8 Form was received by populating the *Form W-8 Received dropdown 
Verify Allowable Earnings Codes
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1. Based on the Country and Treaty ID entered, the Allowable Earnings Code table should populate
2. Verify the Tax Rate for the employee
3. Click [image: image5.png]



4. Warning Messages

a. If Personal Data was not previously setup, then the following warning message will appear:
i. [image: image6.wmf]
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Warning -- You have set the treaty country (ESP) to a country different than the country in Personal Data (1500,72)

The treaty country that you have entered is not the same as the country entered into the employee's Personal Data record. You may want to update the employee's Personal Data record or change the treaty country. 
b. If Visa information has not been setup for employee, then the following warning message will appear:
i. Warning -- This employee doesn't have a Visa for the USA, please check/update your records. (1500,75)

There are no Visa entries with a country code of USA with a Visa Permit Type of Visa established for this employee. Update the employee's Visa data with appropriate information to support this treaty.

5. Click [image: image13.png]


 to bypass message
6. The page will save
Codes

	1) Paying Royalties



	Paying through Additional Pay
	a. T01
Regular Pay NRA Inc Code 12

b. T02
OT Straight NRA Inc Code 12

c. T03
Longevity NRA Inc Code 12

d. T04
Sick SS Exc NRA Inc Code 12

e. T05
Vac Lump Pay NRA Inc Code 12

f. T06
Personal Leave NRA Inc Code 12

g. T07
OT Dbl NRA Inc Code 12

h. T08
OT 1 1/2 NRA  Inc Code 12

i. T09
Non Rept Reim NRA Inc Code 12

j. T10
Lump Holiday NRA Inc Code 12

k. T11
Holiday Inc Code 12

l. T12
Retro Payment Inc Code 12

m. T13
Sick Pay Inc Code 12

n. T14
Vacation Pay Inc Code 12

o. 

	Paying through 
Time and Labor
	     HOL15
Lump Holiday NRA Inc Code 15

     NRR15
Non Rept Reim NRA Inc Code 15

     OT115
OT 1 1/2 NRA  Inc Code 15

     OT15
Overtime at Time and One Half

     OTD15
OT Dbl NRA Inc Code 15

     OTS15
OT Straight NRA Inc Code 15

     PL15
Personal Leave NRA Inc Code 15

        REG15
Regular Pay NRA Inc Code 15

     SIC15
Sick SS Exc NRA  Inc Code 15

     VAC15
Vac Lump Pay NRA Inc Code 15

     XLG15
Longevity NRA Inc Code 15


	2) Paying Scholarship / Fellowship Grants



	Paying through Additional Pay
	      U01  
Regular Pay NRA Inc Code 15

      U02 
 OT Straight NRA Inc Code 15

      U03             Longevity NRA Inc Code 15

      U04
             Sick SS Exc NRA Inc Code 15

      U05
             Vac Lump Pay NRA Inc Code 15

      U06
             Personal Leave NRA Inc Code 15

      U07
             OT Dbl NRA Inc Code 15

      U08
OT 1 1/2 NRA  Inc Code 15

      U09
Non Rept Reim NRA Inc Code 15

      U10
Lump Holiday NRA Inc Code 15

      U11
Holiday Inc Code 15

       U12
Retro Payment Inc Code 15

      U13
Sick Pay Inc Code 15

      U14
Vacation Pay Inc Code 15



	Paying through 
Time and Labor
	      HOL15
Lump Holiday NRA Inc Code 15

      NRR15
Non Rept Reim NRA Inc Code 15

      OT115
OT 1 1/2 NRA  Inc Code 15

      OT15
Overtime at Time and One Half

      OTD15
OT Dbl NRA Inc Code 15

      OTS15
OT Straight NRA Inc Code 15

      PL15
Personal Leave NRA Inc Code 15

      REG15
Regular Pay NRA Inc Code 15

      SIC15
Sick SS Exc NRA  Inc Code 15

      VAC15
Vac Lump Pay NRA Inc Code 15

      LG15
Longevity NRA Inc Code 15


	3) Paying Independent Personal Services



	Paying through Additional Pay
	      V01
Regular Pay NRA Inc Code 16

      V02
OT Straight NRA Inc Code 16

      V03
Longevity NRA Inc Code 16

      V04
Sick SS Exc NRA Inc Code 16

      V05
Vac Lump Pay NRA Inc Code 16

      V06
Personal Leave NRA Inc Code 16

      V07
OT Dbl NRA Inc Code 16

      V08
OT 1 1/2 NRA  Inc Code 16

      V09
Non Rept Reim NRA Inc Code 16

      V10
Lump Holiday NRA Inc Code 16

      V11
Holiday Inc Code 16

      V12
Retro Payment Inc Code 16

      V13
Sick Pay Inc Code 16

      V14
Vacation Pay Inc Code 16

      V15
Misc Earning NRA Inc Code 16

      V16
Grant NRA Inc Code 16



	Paying through 
Time and Labor
	      HOL16
Lump Holiday NRA Inc Code 16

      NRR16
Non Rept Reim NRA Inc Code 16

      OT116
OT 1 1/2 NRA  Inc Code 16

      OTD16
OT Dbl NRA Inc Code 16

      OTS16
OT Straight NRA Inc Code 16

      PL16
Personal Leave NRA Inc Code 16

      REG16
Regular Pay NRA Inc Code 16

      SIC16
Sick SS Exc NRA  Inc Code 16

      VAC16
Vac Lump Pay NRA Inc Code 16

      XLG16
  Longevity NRA Inc Code 16



	4) Paying Dependent Personal Services



	Paying through Additional Pay
	      W01
Regular Pay NRA Inc Code 17

      W02
OT Straight NRA Inc Code 17

      W03
Longevity NRA Inc Code 17

      W04
Sick SS Exc NRA Inc Code 17

      W05
Vac Lump Pay NRA Inc Code 17

      W06
Personal Leave NRA Inc Code 17

      W07
OT Dbl NRA Inc Code 17

      W08
OT 1 1/2 NRA Inc Code 17

      W09
Non Rept Reim NRA Inc Code 17

      W10
Lump Holiday NRA Inc Code 17

      W11
Holiday Inc Code 17

      W12
Retro Payment Inc Code 17

      W13
Sick Pay Inc Code 17

      W14
Vacation Pay Inc Code 17



	Paying through 
Time and Labor
	      HOL17
Lump Holiday NRA Inc Code 17

      NRR17
Non Rept Reim NRA Inc Code 17

      OT117
OT 1 1/2 NRA Inc Code 17

      OTD17
OT Dbl NRA Inc Code 17

      OTS17
OT Straight NRA Inc Code 17

      PL17
Personal Leave NRA Inc Code 17

      REG17
Regular Pay NRA Inc Code 17

      SIC17
Sick SS Exc NRA Inc Code 17

      VAC17
Vac Lump Pay NRA Inc Code 17

      XLG17
Longevity NRA Inc Code 17


	5) Paying Teaching



	Paying through Additional Pay
	      X01
Regular Pay NRA Inc Code 18

      X02
OT Straight NRA Inc Code 18

      X03
Longevity NRA Inc Code 18

      X04
Sick SS Exc NRA Inc Code 18

      X05
Vac Lump Pay NRA Inc Code 18

      X06
Personal Leave NRA Inc Code 18

      X07
OT Dbl NRA Inc Code 18

      X08
OT 1 1/2 NRA Inc Code 18

      X09
Non Rept Reim NRA Inc Code 18

      X10
Lump Holiday NRA Inc Code 18

      X11
Holiday Inc Code 18

      X12
Retro Payment Inc Code 18

      X13
Sick Pay Inc Code 18

      X14
Vacation Pay Inc Code 18

      X15
Misc Earning NRA Inc Code 18

      X16
Grant NRA Inc Code 18



	Paying through 
Time and Labor
	      HOL18
Lump Holiday NRA Inc Code 18

      NRR18
Non Rept Reim NRA Inc Code 18

      OT118
OT 1 1/2 NRA Inc Code 18

      OTD18
OT Dbl NRA Inc Code 18

      OTS18
OT Straight NRA Inc Code 18

      PL18
Personal Leave NRA Inc Code 18

      REG18
Regular Pay NRA Inc Code 18

      SIC18
Sick SS Exc NRA Inc Code 18

      VAC18
Vac Lump Pay NRA Inc Code 18

      XLG18
Longevity NRA Inc Code 18


	6) Paying Studying and Training



	Paying through Additional Pay
	      Y01
Regular Pay NRA Inc Code 19

      Y02
OT Straight NRA Inc Code 19

      Y03
Longevity NRA Inc Code 19

      Y04
Sick SS Exc NRA Inc Code 19

      Y05
Vac Lump Pay NRA Inc Code 19

      Y06
Personal Leave NRA Inc Code 19

      Y07
OT Dbl NRA Inc Code 19

      Y08
OT 1 1/2 NRA Inc Code 19

      Y09
Non Rept Reim NRA Inc Code 19

      Y10
Lump Holiday NRA Inc Code 19

      Y11
Holiday Inc Code 19

      Y12
Retro Payment Inc Code 19

      Y13
Sick Pay Inc Code 19

      Y14
Vacation Pay Inc Code 19



	Paying through 
Time and Labor
	      HOL19
Lump Holiday NRA Inc Code 19

      NRR19
Non Rept Reim NRA Inc Code 19

      OT119
OT 1 1/2 NRA Inc Code 19

      OTD19
OT Dbl NRA Inc Code 19

      OTS19
OT Straight NRA Inc Code 19

      PL19
Personal Leave NRA Inc Code 19

      REG19
Regular Pay NRA Inc Code 19

      SIC19
Sick SS Exc NRA Inc Code 19

      VAC19
Vac Lump Pay NRA Inc Code 19

      XLG19
Longevity NRA Inc Code 19



	7) Paying Other Income



	Paying through Additional Pay
	      Z01
Regular Pay NRA Inc Code 50

      Z02
OT Straight NRA Inc Code 50

      Z03
Longevity NRA Inc Code 50

      Z04
Sick SS Exc NRA Inc Code 50

      Z05
Vac Lump Pay NRA Inc Code 50

      Z06
Personal Leave NRA Inc Code 50

      Z07
OT Dbl NRA Inc Code 50

      Z08
OT 1 1/2 NRA Inc Code 50

      Z09
Non Rept Reim NRA Inc Code 50

      Z10
Lump Holiday NRA Inc Code 50

      Z11
Holiday Inc Code 50

      Z12
Retro Payment Inc Code 50

      Z13
Sick Pay Inc Code 50

      Z14
Vacation Pay Inc Code 50



	Paying through 
Time and Labor
	      HOL50
Lump Holiday NRA Inc Code 50

      NRR50
Non Rept Reim NRA Inc Code 50

      OT150
OT 1 1/2 NRA Inc Code 50

      OTD50
OT Dbl NRA Inc Code 50

      OTS50
OT Straight NRA Inc Code 50

      PL50
Personal Leave NRA Inc Code 50

      REG50
Regular Pay NRA Inc Code 50

      SIC50
Sick SS Exc NRA Inc Code 50

      VAC50
Vac Lump Pay NRA Inc Code 50

      XLG50
Longevity NRA Inc Code 50


	1) Setup Employee’s Time Reporter Information



	Limited Scope Agencies
	a. No action is required for this step

	Non-Limited Scope Agencies
	a. Navigate to: Main Menu> Core CT-HRMS> Workforce Administration > Job Information > Job Data
b. Enter the Empl ID and Empl Record
c. Click on the Employment Data link at the bottom of the page.

d. Click on the Time Reporter Data link in the middle of the page
e. Enter a new *Effective Date 
f. Change the *Workgroup to one of the below values:



	
	NONRESALN1
Non Resident Aliens Group 12

NONRESALN2
Non Resident Aliens Group 15

NONRESALN3
Non Resident Aliens Group 16

NONRESALN4
Non Resident Aliens Group 17

NONRESALN5
Non Resident Aliens Group 18

NONRESALN6
Non Resident Aliens Group 19

NONRESALN7
Non Resident Aliens Group 50
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