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 Where able, provide resources to agencies for consistent application of other 
state laws and regulations.

 Provided access to Thomson Reuters Check Point for state tax law research.

 Maintain current online resources on OFM website and HRMS Support Hub.

 Configure HRMS address fields for enhanced tracking of out-of-state workers.

 Increased data integrity for tracking and reporting where employees are 
working.

 Configure Oregon and Idaho payroll taxes in HRMS.

 Covers most out-of-state employees; 85% of employees with OOS taxes in 
HRMS are for Oregon and Idaho.
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OFM Project Goals



In Scope
• Enhance HRMS functionality to allow for more automated processing 

of taxes for Oregon and Idaho.

Out of Scope
• Agency policies and processes for out-of-state work
• Other states’ laws, rules, policies, or processes
• Identifying tax liability or responsibility
• Higher education institutions and other state agencies that don’t use 

HRMS
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OFM Project Scope



HRMS configuration of automated tax processing for Oregon and Idaho includes:
• 14 new tax types (12 for Oregon and 2 for Idaho)
• New tax infotypes and changes to existing tax infotypes
• New and revised reports
• New and revised resources
• Employees will remain with existing tax configuration until agencies take action to update 

each employee’s tax infotypes.
• HRMS is configured assuming that all Washington state agency employers will be 

reimbursing employers for Oregon and Idaho unemployment insurance. Meaning no taxes 
will be collected, but wages will be accumulated for reporting.

• HRMS is configured assuming workers compensation is covered in the same state as 
unemployment insurance. If workers comp is covered in a different state, then manual 
processing may be required.
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OFM Project Highlights



HRMS is configured to systematically 
process Federal, Idaho, Oregon, and 
Washington taxes. All other states’ 
taxes will continue to be processed 
manually by agencies.
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Manual Tax Processing



Ensure employee 
addresses are 
accurate

See Addresses user 
procedures

Identify the OOS 
taxes that apply to 
the employee 

Refer to each state 
or local tax entity 
for tax rules

Manually calculate 
withholding 
amounts

Refer to each state 
or local tax entity 
for tax rules

Enter or maintain 
OOS withholding 
tax wage types

See Recurring 
Payments / 
Deductions or 
Additional 
Payments user 
procedures

Manually pay and 
report OOS taxes

Refer to each state 
or local tax entity 
for payment and 
reporting 
requirements
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Manual Tax Processing



 Agencies need to manually calculate employee taxes and enter those amounts in HRMS using the 
established out-of-state withholding tax wage types. Refer to:

o Recurring Payments/Deductions user procedure

o Additional Payments user procedure

o HRMS Other State Tax Wage Types spreadsheet

 To include the other state’s taxes on the employee’s Form W-2, submit the agency’s employer ID 
number, obtained from the other state’s tax entity, to the OFM Helpdesk at 
HereToHelp@ofm.wa.gov. Refer to:

o The laws in each state for their reporting requirements.

o Employer State ID Form
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Manual Tax Processing

https://support.hrms.wa.gov/procedures/payroll/recurring-paymentsdeductions
https://support.hrms.wa.gov/procedures/payroll/additional-payments
https://support.hrms.wa.gov/sites/default/files/public/resources/business/Other_State_Tax_Wage_Types.xlsx
mailto:HereToHelp@ofm.wa.gov
https://support.hrms.wa.gov/sites/default/files/public/resources/yearEnd/Employeer%27s%20State%20ID%20Form.xls


HRMS is configured to systematically 
process Federal, Idaho, Oregon, and 
Washington taxes. 

Agencies are responsible for 
determining which taxes apply to 
which employees and setting up the 
employee so that the applicable taxes 
are collected in HRMS.
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Automated Tax Processing
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Automated Tax Processing in HRMS

Ensure employee 
addresses are 
accurate

• See Addresses user 
procedures

Identify the OOS 
taxes that apply to 
the employee 

• Refer to each state 
or local tax entity for 
tax rules

•Refer to HRMS 
Data Definitions 
Resource Guide

Create and maintain 
the employee’s tax 
infotypes with 
applicable OOS taxes

• See Additional Steps 
for Out-of-State 
Employees user 
procedures

Manually pay and 
report OOS taxes

• Refer to each state 
or local tax entity for 
payment and 
reporting 
requirements

• See OR and ID Filing 
Report procedures



• Employer Identification Number

• Tax Company

• Tax Area

• Tax Authority

• Tax Type

• Address Type
oPermanent Residence
oOut of State Work Location
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Data Definitions



Definition: a unique number assigned to an employer by a tax 
entity upon registering as an employer in that jurisdiction.
• May also be referred to as business identification number or tax 

identification number.

• Each agency must work directly with any state or local tax entity for which 
they collect or pay taxes to obtain an employer ID number.

• EINs are added to HRMS and are necessary for automated tax processing.
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Employer Identification Number



Definition: a legal entity for tax reporting purposes.
• Tax companies are assigned to combinations of personnel areas and personnel 

subareas in HRMS.

• An agency may have one or more tax companies.

• Tax companies can be assigned employer identification numbers in HRMS for each 
applicable tax authority and tax type.

• Having EINs assigned to tax companies is necessary:
o Prior to beginning system automated tax collection.
o When manually collecting out-of-state taxes and the agency would like to 

have the state’s tax information listed on the employee’s form W-2.
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Tax Company



Definition: A set of tax authorities that levy taxes upon an 
employee and/or employer.
• The tax area identifies the tax authorities and subsequent tax types that 

apply to the employee based on where they live and work.

• The tax area may consist of a combination of federal, state, or local tax 
authorities.
o Example: Portland Tri-met Authority (OR01) tax area will include Oregon (OR), and 

Portland Tri-met Authority (OR01) tax authorities.

• Prior to setting a tax area for an employee, the employee’s tax company 
must be configured with an EIN. 
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Tax Area



Definition: Identifies the tax authority; a government agency 
authorized to levy taxes upon employees and/or employers.
• Tax authority is linked to each of the tax types. A tax type may have one or more 

tax authorities.
o Example: Withholding Tax (001) tax type has Federal (FED), Idaho (ID), and Oregon (OR) tax 

authorities.

• On some infotypes, processors will enter a tax area which will determine the tax 
authorities. On other infotypes, processors will directly enter a tax authority.

• Prior to setting a tax authority for an employee, the employee’s tax company must 
be configured with an EIN.
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Tax Authority



Definition: Identifies the type of tax levied upon an employee or 
employer by a tax authority.
• Each tax type generates tax wage types used for tax collection and wages 

accumulation.
o Example: Withholding (001) generates /301, /401, /601, /701

• Tax types are “turned on” based on the tax area and tax authority 
selections entered on various tax infotypes in HRMS.

• All tax types configured in HRMS are set to apply to all employees once 
assigned, unless systematically excluded or manually exempted.
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Tax Type



Definition: Identifies the type of address entered for an 
employee.
• Permanent residence (1): The physical address of the employee’s 

permanent residence; typically, their primary domicile.

• Mailing address (5): The address where the employee receives mail if 
different than their permanent residence address.

• Out of State Work Location (9): The physical address where the employee 
is working when they have been approved to work outside of Washington.
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Address Type



• The permanent residence record should reflect the physical address of the 
employee’s permanent residence; typically, their primary domicile.
o Agency HR offices may make exceptions if the employee does not have a 

physical address.

• The permanent residence address is used when creating a Residence Tax 
Area (0207) infotype record.

• The permanent residence record requires a 2-digit county code. If an out-
of-state address is entered, the county code should be entered as Out of 
State (40).

• HRMS does not support out of country addresses for permanent residence 
(and mailing address) records.
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Employee Addresses – Permanent Residence



• It is important that employers know where their employees are 
living. 

• Employees can update their permanent residence address 
record on the My Addresses tile in MyPortal. 

• Employees must notify their employer of an address change 
when the move affects benefits availability, tax liability, or when 
specified in agency policy. 

• Consider developing a business process to monitor for address 
changes made by employees in MyPortal – an employee 
updating MyPortal is not considered employer notification of 
address change.
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Employee Addresses – Permanent Residence



• It is important that employers know (and approve) where their 
employees are working, and it becomes even more important 
when that work takes place in other states.

• All employees who have been approved to work outside of the 
state of Washington require an Out of State Work Location 
address record.
o This applies to all employees working outside of Washington, not just 

those in Oregon or Idaho. 

• Ensure you have a process in place to maintain this address 
record as an employee’s work/telework location changes.
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Employee Addresses – Out of State Work Location



• The out-of-state work location record should reflect the physical 
address where the employee is working when they have been approved 
to work outside of Washington.

• If the employee is working out-of-state at their permanent residence, 
then that address should be entered under both the Permanent 
residence (1) and Out of State Work Location (9) address types.

• The out-of-state work location address is used when creating a Work 
Tax Area (0208) infotype record.

• The out-of-state work location record requires a 3-digit county code.

• The out-of-state work location address is the only address type in HRMS 
that will support an out-of-country address.
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Employee Addresses – Out of State Work Location



• Residence Tax Area (0207)

• Work Tax Area (0208)

• Unemployment State (0209)

• Withholding Info W4/W5 US (0210)

• Add. Withh. Info. US (0234)

• Other Taxes US (0235)
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Tax Infotypes



OFM 9/30/2024 24

Tax Infotypes

Infotypes that “turn on” taxes:
Residence Tax Area (0207)

Work Tax Area (0208)

Unemployment State (0209)



Tax Description Tax Authority Controlling Infotype

Federal Income Tax
Federal Medicare Taxes
Federal Social Security Taxes

Federal (FED) Residence Tax Area (0207)

Idaho Income Tax Idaho (ID) Residence Tax Area (0207) and Work Tax Area (0208)

Idaho Unemployment Insurance Idaho (ID) Unemployment State (0209)

Oregon Income Tax
Oregon Statewide Transit Tax

Oregon (OR) Residence Tax Area (0207) and Work Tax Area (0208)

Oregon Paid Leave
Oregon Unemployment Insurance
Oregon Workers Compensation

Oregon (OR) Unemployment State (0209)

Oregon Local Transit Taxes City of Canby (OR06)
Eugene-Springfield Ltd Auth. (OR02)
Portland Tri-met Authority (OR01)
Sandy Transit System (OR05)
Wilsonville Transit District (OR04)

Work Tax Area (0208)

Washington Long Term Care / WA Cares
Washington Paid Family & Medical Leave
Washington Unemployment Insurance
Washington Workers Compensation

Washington (WA) Unemployment State (0209)
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Tax Infotypes
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Residence Tax Area (0207)
The Residence Tax Area (0207) infotype is used to 
identify the tax area and tax authorities applicable to 
the employee based on where they live/reside. 

• This infotype is automatically created during a new 
hire action and defaults to Washington (WA).

•  An active record is required for payroll to process.

• When creating a new record, HRMS will suggest a 
tax area based on the employee’s permanent 
residence address entered on the Addresses (0006) 
infotype. 

o Processors can set a different residence tax 
area if the default value is not correct. 

• Prior to setting a tax area for an employee, the 
employee’s tax company must be configured with 
an EIN. 

• Residence-based taxes are assessed when wages are 
paid. The effective dates of this infotype should reflect 
actual check dates.



Tax Area Tax Authority Tax Type

State of Idaho (ID)
Federal (FED)

Withholding Tax (001)
Employee Social Security Tax (003)
Employer Social Security Tax (004)
Employee Medicare Tax (005)
Employer Medicare Tax (006)

Idaho (ID) Withholding Tax (001)

State of Oregon (OR)
Federal (FED)

Withholding Tax (001)
Employee Social Security Tax (003)
Employer Social Security Tax (004)
Employee Medicare Tax (005)
Employer Medicare Tax (006)

Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

State of Washington (WA)

*Also use the WA residence tax area for 
employees residing in a state other than WA, OR, 
or ID to turn on federal taxes and then manually 
collect any additional residency-based taxes.

Federal (FED)

Withholding Tax (001)
Employee Social Security Tax (003)
Employer Social Security Tax (004)
Employee Medicare Tax (005)
Employer Medicare Tax (006)

Washington (WA) No WA residency-based taxes
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Residence Tax Areas
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Work Tax Area (0208)
The Work Tax Area (0208) infotype is used to identify the tax 
area and tax authorities applicable to the employee based 
on where they are working.

• When creating this infotype, HRMS will suggest a tax area 
based on the employee’s out-of-state work location 
address entered on the Addresses (0006) infotype.

o Processors can set a different work tax area if the 
default value is not correct.

• A Work Tax Area (0208) record is needed when an 
employee is living and/or working in Oregon or Idaho.

o An active record is not needed for employees living 
and working in Washington only.

• Work-based taxes are assessed when wages are earned. 
The effective dates of this infotype should reflect pay 
period dates.

• If the employee is working in one location, set the 
Allocation field to 100%.



Employees can have more than one Work Tax Area record, and HRMS will attribute the amount of time 
worked to each tax area based upon the allocation entered for each.
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Work Tax Area (0208)

• If the employee is working in multiple locations consistently, you can 
calculate the percentage of time spent in each location and enter the 
percentages in the Allocation field for each location.

• The combined work tax area allocation percentages for an employee must 
add up to 100%.

• If the employee is working in multiple locations irregularly, you can enter 
a work tax area override in CATS.

• Do not change the default values for the Predominant Tax Area or Source 
Tax Authority fields.

• Prior to setting a tax area for an employee, the employee’s tax company 
must be configured with an EIN. 



If an employee is working in more than one tax area within the pay period, entries can be made in CATS to override the employee’s Work 
Tax Area (0208) infotype record. Creating this type of Work Tax Area override may be necessary when the employee is working in a different 
tax area for a portion of a pay period and entering an allocation split on the employee’s Work Tax Area (0208) record is not desired.

• Use the Tax area field in CATS to override the employee’s Work Tax Area for various wage types entered.

o Refer to the HRMS Data Definitions Resource Guide for the list of Work Tax Areas configured in HRMS.

o The Tax area field is available in both SOW-1 and SOW-2 data entry profiles of the time sheet.

o Hours entered into CAT2 will automatically transfer from CATS to Employee Remuneration Info (2010) infotype every evening of payroll 
processing for the current period. If you prefer to immediately transfer the override hours from CATS to Employee Remuneration Info 
(2010) infotype so the hours are visible on a payroll simulation, complete a Transfer Time Data to HR Time Management (ZCAT6).
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CATS Work Tax Area Override
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Work Tax Areas
Tax Area Tax Authority Tax Type
State of Idaho (ID) Idaho (ID) Withholding Tax (001)

State of Oregon (OR) Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

City of Canby Ltd (OR06)
City of Canby Ltd (OR06) Transit District Excise Tax (035)

Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

Eugene-Springfield Ltd Auth. (OR02)
Eugene-Springfield Ltd Auth. (OR02) Transit District Excise Tax (035)

Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

Portland Tri-met Authority (OR01)
Portland Tri-met Authority (OR01) Transit District Excise Tax (035)

Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

Sandy Transit (OR05)
Sandy Transit System (OR05) Transit District Excise Tax (035)

Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

Wilsonville Transit District (OR04)
Wilsonville Transit District (OR04) Transit District Excise Tax (035)

Oregon (OR) Withholding Tax (001)
Statewide Transit Tax (096)

State of Washington (WA) Washington (WA) No WA work-based taxes
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The Unemployment State (0209) infotype is used to identify the tax authority applicable to the 
employee based on where their work is localized.

• An active Unemployment State (0209) record is required for payroll to process.

• When the tax authority is set to Washington, the Worksite field should reflect the employee’s primary 
work location.

• When the tax authority is set to Idaho or Oregon, there is only one valid Worksite selection.

• Unemployment taxes are assessed when wages are earned. The effective dates of 
this infotype should reflect pay period dates.
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Unemployment State (0209)



Tax Authority Worksite Tax Type

Idaho (ID) Idaho generic Employer Unemployment Tax (010)

Oregon (OR) Oregon generic

Employer Unemployment Tax (010)
Employer Worker Compensation Tax (030)
Employee Worker Compensation Tax (040)
EE PFML Tax State Plan (117)
ER PFML Tax State Plan (118)

Washington (WA)

*For employees whose work is localized in a state 
other than Washington, Oregon, or Idaho, set 
their tax authority to Washington, then exempt 
all WA taxes (on the Other Taxes US (0235) 
infotype) and manually collect any applicable 
out-of-state taxes.

Enter the 2-digit county code in 
Washington, or Out of State (40) or 
Out of Country (41)

Employer Unemployment Tax (010)
Employer Accident Fund Tax (032)
Employer Medical Aid Fund Tax (033)
Employer Supplemental Pension Tax (034)
Employee Supplemental Pension Tax (042)
Employee Medical Aid Fund Tax (043)
Employee Family Leave Insurance Tax (087)
Employee Medical Leave Insurance Tx (099)
Employer Medical Leave Insurance Tx (100)
WA Cares Fund LTC Tax – EE (113)

OFM 9/30/2024 33

Unemployment State Tax Authorities



OFM 9/30/2024 34

Tax Infotypes

Infotypes that set amounts, overrides, and exemptions:

Withholding Info W4/W5 US (0210)

Add. Withh. Info. US (0234)

Other Taxes US (0235)



The Withholding Info W4/W5 US (0210) infotype is used to identify an employee’s 
withholding elections.

 All employees must have a Federal (FED) Withholding Info W4/W5 US (0210) record.

 Create an Oregon (OR) or Idaho (ID) Withholding Info W4/W5 US (0210) record 
for employees subject to Oregon or Idaho income tax and who have submitted 
an Oregon or Idaho state form W-4, indicating their elections.

 For employees subject to Oregon or Idaho income tax who do not submit 
an Oregon or Idaho form W-4, HRMS will withhold based on their Federal 
(FED) Withholding Info W4/W5 US (0210) record.

o It is strongly recommended that employees submit an Oregon or Idaho 
form W-4 to ensure withholding amounts are correct.

 A withholding exemption is also entered here, if appropriate.
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Withholding Info W4/W5 US (0210)



The Add. Withh. Info. US (0234) infotype is used to enter a federal, Oregon, or Idaho withholding override or to 
enter a Washington workers’ compensation risk classification.

 Having an active Federal (FED) Add. Withh. Info. US (0234) record is required for employees covered under 
Washington’s workers’ compensation program.

o HRMS requires a valid Washington risk classification entered in the Employee Override Group field; this 
field determines the employee’s WA workers’ comp premium rates.

 Employees covered under Oregon’s or Idaho’s workers’ compensation program do not need an active Add. 
Withh. Info. US (0234) record unless they require a federal, Oregon, or Idaho withholding override amount.
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Add. Withh. Info. US (0234)



The Other Taxes US (0235) infotype is used to exempt an employee from certain state or federal taxes.

 Certain individuals may be exempt from some taxes because they don’t meet the definition of employee, due 
to the nature of the work they do, or their work is considered not localized to Washington, Oregon, or Idaho.

 Some groups of employees are systematically exempted from certain taxes. Exempt individuals who are not 
systematically exempted will need to be exempted on their Other Taxes US (0235) record.
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Other Taxes US (0235)



Tax Authority Tax Description Tax Type
Idaho (ID) Unemployment Insurance Employer Unemployment Tax (010)

Oregon (OR)

Paid Leave Oregon EE PFML Tax State Plan (117)
ER PFML Tax State Plan (118)

Unemployment Insurance Employer Unemployment Tax (010)

Workers Compensation Employer Worker Compensation Tax (030)
Employee Worker Compensation Tax (040)

Washington (WA)

Paid Family and Medical Leave
Employee Family Leave Insurance Tax (087)
Employee Medical Leave Insurance Tx (099)
Employer Medical Leave Insurance Tx (100)

Unemployment Insurance Employer Unemployment Tax (010)

WA Cares / Long Term Services & Supports (LTSS) WA Cares Fund LTC Tax – EE (113)

Workers Compensation

Employer Accident Fund Tax (032)
Employer Medical Aid Fund Tax (033)
Employer Supplemental Pension Tax (034)
Employee Supplemental Pension Tax (042)
Employee Medical Aid Fund Tax (043)

Federal (FED)
Medicare Employee Medicare Tax (005)

Employer Medicare Tax (006)

Social Security Employee Social Security Tax (003)
Employer Social Security Tax (004)
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Tax Types Exempted on Other Taxes US (0235)



5 Minute Break
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• Losing agencies need to delimit out-of-state records and revert to Washington tax 
areas and tax authorities upon separation or change in business area. Then the 
gaining agency should create new out-of-state records if applicable.

o The only exception is if the gaining agency has communicated to the losing agency that the 
employee will continue living and/or working out-of-state and the gaining agency is fully 
configured for the applicable OOS taxes and has requested the employee’s OOS tax infotype 
records remain active.

• Upon transfer or rehire, the tax company at the gaining agency must be fully set-up 
to process out-of-state taxes for the employee.
o If an employee with OOS tax infotypes transfers to an agency whose tax company is not set-up 

for OOS tax processing, the employee will redline.
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Separating and Transferring OOS Employees



• Be cautious when transferring out-of-state employees across different business areas 
mid-period.

• Out-of-state taxes process similarly to other items in HRMS where the costs for the full pay 
period are rolled over to the gaining agency. 

• Because of this, the employee will redline if the losing agency has out-of-state taxes 
turned on for their portion of the pay period and the gaining agency is not set-up for out-
of-state tax processing.

• To remedy this scenario, the losing agency should end all out-of-state taxes as of the 
last full pay period or paycheck with that agency; then manual adjustments can be 
entered for the partial pay period as needed.
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Mid-Period Transfers



• HRMS has been configured to pay some Oregon taxes via Automated Clearing House (ACH) each pay 
period. ACH payment will be sent to Oregon Department of Revenue for the Oregon Combined payment.

• For Idaho state taxes and the remaining Oregon local transit taxes (not included in the Oregon Combined 
payment), agencies will need to send payment via warrant.
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Paying Out-of-State Taxes

Tax Authority Tax Description Payment Type Payment Process

Idaho (ID) Income Tax Withholding Warrant Warrant returned to agency

Oregon (OR) Income Tax Withholding
Paid Leave Oregon
Statewide Transit Tax
Workers Compensation

ACH HRMS automatically sends payment

Portland Tri-met Authority (OR01) Portland Tri-Met Transit Tax ACH HRMS automatically sends payment

Eugene-springfield Ltd Auth. (OR02) Lane County Mass Transit District Tax ACH HRMS automatically sends payment

City of Canby Ltd (OR06) Canby Area Transit (CAT) Tax Warrant Warrant returned to agency

Sandy Transit System (OR05) Sandy Area Metro (SAM) Tax Warrant Warrant returned to agency

Wilsonville Transit District (OR04) South Metro Area Regional Transit (SMART) Tax Warrant Warrant returned to agency



• HRMS will not automatically generate or send any filing reports or forms for Oregon or 
Idaho taxes.

• Agencies are responsible for satisfying all employer reporting requirements related to 
employees living and/or working in Oregon and Idaho.

o Including any additional reporting requirements within Washington as well, such as Washington 
Labor & Industries workers compensation program special reporting requirements for out-of-
state workers.

• Refer to each state or local tax entity’s reporting requirements for details on how to 
file/report, what information is required, due dates, etc.

OFM 9/30/2024 43

Reporting Out-of-State Taxes



• HRMS will add Oregon and Idaho withholding 
information to employees’ W-2s for taxes collected 
systematically through the new OOS automated 
process.

• Taxes collected using the manual wage types entered on 
Recurring Payments/Deductions (0014) and Additional 
Payments (0015) records will still require manual year-
to-date adjustments to be added to employees’ W-2s.

OFM 9/30/2024 44

Reporting Out-of-State Taxes
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Reporting Out-of-State Taxes

• Out-of-State Tax Authority Locator Report 
(ZHR_TAXFINDER)

• Federal/State/Local EIN Report 
(ZHR_RPTPY061)

• Preemptive Basic Data Check Report 
(ZHR_RPTPYN06)

• Payroll Simulation 
(PCOO_M10_CALC_SIMU)

• Payroll Journal (ZHR_RPTPYN33)

• Payroll Posting (ZHR_RPTPY126)

• Oregon Filing Report (ZHR_RPTPYN37)

• Idaho Filing Report (ZHR_RPTPYN38)

• Payroll Reconciliation Report 
(PC00_M10_REC)

• Earnings and Deductions Statement 
(ZHR_RPTPY711)



Out-of-State Tax Authority Locator Report 
(ZHR_TAXFINDER)

• Use this report to identify the tax area 
and tax authorities that may be 
applicable to an OOS employee based 
on where they are living and/or 
working, prior to setting up an 
employee’s out-of-state taxes 
infotypes.

• This report will also check whether the 
employee’s tax company is set up for 
system automated tax collection of 
each tax authority and tax type.
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Reporting Out-of-State Taxes
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Reporting Out-of-State Taxes
Federal/State/Local EIN Report (ZHR_RPTPY061)

• Use this report to view federal, state, and local Employer ID Numbers for any tax company.

• EINs must be set-up in HRMS prior to beginning system automated tax collection for Oregon and 
Idaho.



Preemptive Basic Data Check Report (ZHR_RPTPYN06)

• This report is used to identify employees with missing 
infotype records in order to eliminate errors due to 
missing master data during payroll processing.

• Use the three new OOS infotype checkboxes to identify 
employees who have out-of-state tax areas or tax 
authorities entered on any of those three infotype 
records and the employee’s tax company is not set up to 
process out-of-state taxes. This can occur if the 
employee changes business areas and the gaining 
agency is not set up to process out-of-state taxes.
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Reporting Out-of-State Taxes



Payroll Simulation (PCOO_M10_CALC_SIMU)
• Run a payroll simulation to verify employee’s OOS taxes are processing correctly.

• A new redline has been added: Tax company XXXX with tax authority XX and tax type XXX does not exist! 
Please check View V_T5UTI.

• This redline indicates that an employee has out-of-state tax areas or tax authorities entered on any of their 
tax infotype records and the employee’s tax company is not set up to process out-of-state taxes. This can 
occur if the employee changes business areas and the gaining agency is not set up to process out-of-state 
taxes.

Reporting Out-of-State Taxes
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Payroll Simulation (PCOO_M10_CALC_SIMU)
• When viewing the results table, there is a two-digit indicator to the right of the tax wage types that can be 

used to identify the tax authority. 

• These indicators aren’t directly tied to specific tax authorities. Instead, use the tax table to view the legend 
for each payroll simulation. To find the tax table, follow the path in the payroll log for the period:

  USPS Payroll > Final processing USA > EXPRT > Input > TAX

Reporting Out-of-State Taxes
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Payroll Journal (ZHR_RPTPYN33)

• This report has been updated to show employee out-of-state tax deductions. 

• The out-of-state portion of the employee’s total tax deductions will appear on a second line.
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Reporting Out-of-State Taxes
• Tax Authority code and text fields are now included in several reports, including Payroll Posting 

(ZHR_RPTPY126), Earnings Statements, and GAP files.

o Consider adding the new tax authority fields to your saved report layouts.

o To request the new tax authority fields in GAP 7, email the OFM Helpdesk HereToHelp@ofm.wa.gov 
and request to begin receiving the new file layout.

mailto:HereToHelp@ofm.wa.gov


• There are two new reports available in HRMS to help agencies gather wages, hours, and taxes 
associated with the Oregon and Idaho tax types:

o Oregon Filing Report (ZHR_RPTPYN37)

o Idaho Filing Report (ZHR_RPTPYN38)

• These reports are continuing to be developed in preparation for quarterly reporting. 
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Payroll Reconciliation Report (PC00_M10_REC)

• This report is used to assist in reconciling 
payroll results.

• The Payroll Reconciliation Report is commonly 
used for quarterly 941 reconciliations but can 
also be used for out-of-state tax 
reconciliations.

• Consider using the Payroll Period, Tax 
Company, Tax Authority, and/or Wage Type 
fields on the selection screen to assist in 
getting only the information needed in your 
report results.
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Sample Earnings Statement: manual tax processing

Reporting Out-of-State Taxes
Sample Earnings Statement: automated tax processingSample Earnings Statement: manual tax processing
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OOS SCENARIOS

• OOS Scenario 1: Employee works remotely from home 
in Idaho

• OOS Scenario 2: Employee lives in Oregon and splits 
time working in both Washington and Oregon



• Employee works remotely from home in Idaho

• Agency has determined:
Employee is a resident of Idaho
Employee fully works from home in Idaho
Employee’s work is localized to Idaho
Employee submitted an Idaho Form W-4 indicating their filing status 

and number of allowances
Employee will be set-up for automated tax processing beginning with 

the September 25, 2024 pay date.

OOS Scenario 1
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Employee’s tax company is fully set-up to allow for automated collection of out-of-state taxes.

Agency verified employee’s permanent residence and out of state work location address records 
are correct.

Agency identified the taxes that apply to the employee: all federal taxes, Idaho income tax, and 
Idaho unemployment. 

OOS Scenario 1
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Residence Tax Area (0207)
• 09/25/2024 – 12/31/9999
• State of Idaho (ID)

o Federal (FED)
• Employee Medicare Tax (005)
• Employee Social Security Tax (003)
• Employer Medicare Tax (006)
• Employer Social Security Tax (004)
• Withholding Tax (001)

o Idaho (ID)
• Withholding Tax (001)

OOS Scenario 1
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Work Tax Area (0208)
• 09/01/2024 – 12/31/9999
• State of Idaho (ID)

o Idaho (ID)
• Withholding Tax (001)

• 100%

Unemployment State (0209)
• 09/01/2024 – 12/31/9999
• Idaho (ID)

o Employer Unemployment Tax (010)
• Idaho Generic (01)

OOS Scenario 1
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Withholding Info W4/W5 US (0210)
• 09/25/2024 – 12/31/9999
• Idaho (ID)

o Based on employee’s form ID W-
4

OOS Scenario 1
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• Add. Withh. Info. US (0234)
oRecord not needed – no Idaho withholding override 

• Other Taxes US (0235)
oRecord not needed – no tax exemptions

• CATS Work Tax Area Override (CAT2)
oEntry not needed – no work tax area override this period

OOS Scenario 1
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OOS Scenario 1
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Run a Payroll Simulation (PCOO_M10_CALC_SIMU) on the employee to validate 
the taxes are processing correctly.

• The /4XX series of wage types on a Payroll Simulation or Stored Payroll Results table represent 
the employee and employer share of taxes. 

• OOS employees will have two /401 Withholding lines, the top line is federal withholding and 
second is state tax withholding.

• Use the TAX table to identify the tax authority for each of the tax wage types.



• Pay Idaho taxes
oAgency will receive warrant for Idaho taxes withheld and will need to 

mail warrant to Idaho State Tax Commission, along with any required 
payment details.

• Report Idaho taxes
oAgency will need to follow any reporting requirements for employees 

living and working in Idaho.
• Consider using the Idaho Filing Report (ZHR_RPTPYN38) to help 

gather wages, hours, and taxes associated with the Idaho tax types.

OOS Scenario 1
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• Employee lives in Oregon and mostly works in Washington with occasional 
telework from home

• Agency has determined:
Employee is a resident of Oregon
Employee works primarily from a Vancouver, WA office and occasionally 

teleworks from home
Employee’s work is localized to Washington
Employee submitted an Oregon Form W-4 indicating their filing status and 

number of allowances
Employee provided exemption approval letter from ESD showing a 

conditional exemption from WA Cares due to primary residence in Oregon. 
Employee will be set-up for automated tax processing beginning with the 

January 10, 2025 pay date.

OOS Scenario 2
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 Employee’s tax company is fully set-up to allow for automated collection of out-of-state taxes.

 Agency verified employee’s permanent residence and out of state work location addresses records are 
correct.

 Agency identified the taxes that apply to the employee: all federal taxes, Oregon income tax and statewide 
transit tax, Portland Tri-met transit tax (for time worked in the district), and Washington unemployment, 
PFML, and workers’ compensation taxes.

OOS Scenario 2
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Residence Tax Area (0207)
• 01/10/2025 – 12/31/9999
• State of Oregon (OR)

o Federal (FED)
• Withholding Tax (001)
• Employee Social Security Tax (003)
• Employer Social Security Tax (004)
• Employee Medicare Tax (005)
• Employer Medicare Tax (006)

o Oregon (OR)
• Withholding Tax (001)
• Statewide Transit Tax (096)

OOS Scenario 2
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Work Tax Area (0208)
• 12/16/2024 – 12/31/9999
• State of Washington (WA)

oThere aren’t any WA work-based taxes 
that are turned on with this infotype; 
however, when an employee is living in 
one state and working in a different 
state then a work tax area is needed to 
properly assign and calculate taxes for 
the employee. 

OOS Scenario 2
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Unemployment State (0209)
• 12/16/2024 – 12/31/9999
• Washington (WA)

o Employer Unemployment Tax (010)
o Employer Accident Fund Tax (032)
o Employer Medical Aid Fund Tax (033)
o Employer Supplemental Pension Tax (034)
o Employee Supplemental Pension Tax (042)
o Employee Medical Aid Fund Tax (043)
o Employee Family Leave Insurance Tax (087)
o Employee Medical Leave Insurance Tx (099)
o Employer Medical Leave Insurance Tx (100)
o WA Cares Fund LTC Tax – EE (113)

• Clark County (06)

OOS Scenario 2
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Withholding Info W4/W5 US (0210)
• 01/10/2025 – 12/31/9999
• Oregon (OR)

o Based on employee’s form OR-W-4

OOS Scenario 2
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Add. Withh. Info. US (0234)
• 01/10/2025 – 12/31/9999
• Federal (FED)

oAdmin & clerical

OOS Scenario 2
Other Taxes US (0235)

• 01/10/2025 – 12/31/9999
• Washington (WA)

o 113 WA Cares Fund LTC Tax – EE 
Exempt, reportable (R)

OFM 9/30/2024 71



CATS work tax area override (CAT2 – SOW-2)
• Portland Tri-met Authority (OR01)

o Portland Tri-met Authority (OR01)
• Transit District Excise Tax (035)

o Oregon (OR)
• Withholding Tax (001)
• Statewide Transit Tax (096)

OOS Scenario 2
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Run a Payroll Simulation (PCOO_M10_CALC_SIMU) on the employee to 
validate the taxes are processing correctly.

• The 1222 override hours will be present within the pay period breakdown section of the 
Payroll Simulation or Stored Payroll Results. This shows the hours and pay associated with 
the override.

OOS Scenario 2
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• The /4XX series of wage types on a Payroll Simulation or Stored Payroll Results table represent the 
employee and employer share of taxes. 

• OOS employees will have two /401 Withholding lines, the top line is federal withholding and second is state tax 
withholding.

• Use the TAX table to identify the tax authority for each of the tax wage types.

OOS Scenario 2
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• Pay Oregon taxes
o HRMS will send ACH payment for Oregon combined tax payment.

• Oregon combined payment includes the Portland Tri-met transit tax in addition to 
Eugene/Lane County Transit tax. 

• If there were any local transit taxes not under the Oregon combined payment, the agency 
would receive a warrant to mail to the appropriate tax entity.

o Agency is responsible for submitting any additional payment details, if required.

• Report Oregon taxes
o Agency will need to follow any reporting requirements for employees living/working in Oregon.

• Including any required reporting in Washington for employees temporarily working in 
Oregon.

• Consider using the Oregon Filing Report (ZHR_RPTPYN37) to help gather wages, hours, and 
taxes associated with the Oregon tax types.

OOS Scenario 2
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Moving from Manual to Automated Tax Processing
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• Remaining agencies who have registered as an employer with Oregon 
and/or Idaho tax entities can begin setting up employees living and/or 
working in Oregon and Idaho beginning September 11, for the September 
25 pay date - or anytime after. 

• Agencies can choose to wait until the 4th quarter 2024 or 1st quarter 2025 if 
desired.

• If moving to automated tax processing mid-quarter and mid-year, pay 
attention to year-to-date adjustments for manual transactions. Don’t wait 
until December to reconcile your year-to-date adjustments.

Moving from Manual to Automated Tax Processing
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Set-up tax company for 
OOS tax processing

• See Additional Steps 
for Out-of-State 
Employees – Set Up 
Tax Company for Out-
of-State Tax Processing 
user procedure

End manual OOS 
withholding wage 
types

• See Recurring 
Payments/Deductions 
– Change Existing 
Record user procedure

Delimit tax 
exemptions, as needed

• See Other Taxes US - 
Change Existing record 
or Other Taxes US – 
Copy and Update user 
procedures

Create and update 
employee’s tax 
infotypes with new 
OOS taxes

• See Additional Steps 
for Out-of-State 
Employees – Set Up 
Out-of-State Employee 
user procedure
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You will not be able to update employee records unless their tax company is fully configured with all 
applicable Employer ID Numbers.

• Run the Federal/State/Local EIN Report (ZHR_RPTPY061) to view all EINs assigned to your tax 
company. 

• If your agency has multiple tax companies, ensure that all tax companies have EINs assigned as 
needed.

Moving from Manual to Automated Tax Processing
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• If one or more tax companies are not yet 
fully configured with their EINs, submit a 
completed Employer State ID Form 
to: HereToHelp@ofm.wa.gov.

mailto:HereToHelp@ofm.wa.gov


Important Resources for processing out-of-state employees in HRMS:

• HRMS Support Hub
o Additional Steps for Out-of-State Employees user procedures
o Report Procedures
o Payroll Out-of-State Employee Tax Resources

• Out-of-State Tax Processing in HRMS Guidance
• HRMS Other State Tax Wage Types

• HRMS Data Definitions
o HRMS Data Definitions Resource Guide
o Out-of-State Employee Coding Reference Guide
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Resources

https://support.hrms.wa.gov/
https://support.hrms.wa.gov/procedures/payroll/additional-steps-out-state-employees
https://support.hrms.wa.gov/reports
https://support.hrms.wa.gov/resources/payroll-out-state-employee-tax-resources
https://support.hrms.wa.gov/resources/out-state-tax-processing-hrms
https://support.hrms.wa.gov/sites/default/files/public/resources/business/Other_State_Tax_Wage_Types.xlsx
https://ofm.wa.gov/state-human-resources/workforce-data-and-planning/hrms-data-definitions/hrms-data-definitions-resource-guide
https://ofm.wa.gov/state-human-resources/workforce-data-and-planning/hrms-data-definitions/hrms-data-definitions-resource-guide
https://ofm.wa.gov/sites/default/files/public/shr/Payroll/HRMSSupport/TrainingAndOLQR/DataDefinitions/HRMSCodingGuideOOSEmployees.pdf


Helpful Washington Tax Links

• Department of Labor and Industries

o Out-of-State Employers and Out-of-State Workers

• Employment Security Department

o Employer Resources

• Paid Family and Medical Leave

• WA Cares Fund

Helpful Idaho Tax Links

• Tax Commission

• Department of Labor
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Resources
Helpful Oregon Tax Links

• Department of Revenue

• Department of Consumer and Business Services

• Employment Department

• Paid Leave Oregon

• Portland TriMet Transit Tax

• Lane Transit District Tax

• City of Canby Transit Tax

• City of Sandy Transit Tax

• City of Wilsonville Transit Tax

https://www.lni.wa.gov/
https://lni.wa.gov/insurance/insurance-requirements/do-i-need-a-workers-comp-account/out-of-state-employers-and-out-of-state-workers
https://esd.wa.gov/
https://esd.wa.gov/about-employees
https://paidleave.wa.gov/
https://wacaresfund.wa.gov/
https://tax.idaho.gov/taxes/income-tax/withholding/
https://www.labor.idaho.gov/businesses/
https://www.oregon.gov/dor/pages/index.aspx
https://www.oregon.gov/dcbs/wbf/pages/index.aspx
https://www.oregon.gov/employ/Pages/default.aspx
https://paidleave.oregon.gov/
https://www.ltd.org/payroll-self-employment-tax-information/
https://www.canbyoregon.gov/transit-tax
https://www.ci.sandy.or.us/transit/page/transit-tax
https://www.ci.wilsonville.or.us/finance/page/transit-payroll-tax-information


HereToHelp@ofm.wa.gov 
For more information:

mailto:HereToHelp@ofm.wa.gov?subject=OOS%20Payroll%20Taxes
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