Instructions for Entering Your NC Tax Withholding Selections into Beacon ESS 

after Completing the NC-4 EZ or NC-4
All employees must complete a new Employee’s Withholding Allowance Certificate, either the Form NC-4 EZ (http://www.dornc.com/downloads/nc4ez.pdf) or Form NC-4 (http://www.dornc.com/downloads/nc4.pdf).  Hard copies of these forms are also available upon request in your local HR Office.
Use the paper form as a worksheet to determine your new NC tax withholding information and then logon to Beacon ESS (Employee Self-Service) to enter your selections.  
To complete this process using ESS (Employee Self-Service), follow these steps:
1. Enter NCID and Password in SAP Portal.
2. Click on the My Data (ESS) tab.
3. Click on the My Personal Data icon to manage the changes to your NC tax allowances.

4. Click on the Tax Withholding Information.  The system displays your Federal and NC selections.  Click the Edit button under the Valid from 1/1/2014 record in the NC section.  
5. On the next screen, update information based on your new NC-4EZ or NC-4 Form.  

· NC-4 EZ Form:

· No. of Exemptions/Allowances:   
Line 1 from NC-4 EZ Form
· Additional Withholdings:


Line 2 from NC-4 EZ Form
· NC-4 Form:

· No. of Exemptions/Allowances:   
Line 1 from NC-4 Form
· Additional Withholdings:


Line 2 from NC-4 Form
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6. Click on Save to complete this process.

Additionally, a Powerpoint presentation of these instructions and the forms are available at the following DHHS weblink:  http://www.ncdhhs.gov/humanresources/orientation/day_main.html.

If you do not have access to Employee Self-Service (such as being on a Leave of Absence), please contact your local Human Resources Office who will provide you with a paper copy of Form NC-4 EZ or Form NC-4.  They will enter the changes on your behalf.  

Changes for 2014 deductions should be made by no later than Friday, January 17th, 2014, in time for the January payroll deadline.  If no changes are made, your NC tax withholdings will remain at the default entry of ‘Single’ with ‘no allowances’.
For questions regarding changes to your allowances, please call the North Carolina Department of Revenue at 1-877-252-4487.
Click Review to go to the next screen to save your changes





Ensure the date is 1/1/2014





Check the Declaration box





Enter additional dollars you want withheld each paycheck here





Enter the number of allowances here





Select your status





Verify that you are updating North Carolina Tax





Please note:  Exemptions will be changed to Allowances as of 12/13/2013
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