Kansas

Withholding T ax

New Withholding Rates
Effective January 1, 2013

Whether you are an employer, payer, or organization, this general
publication was designed by KDOR (Kansas Department of Revenue) to
help you understand your responsibilities for Kansas income tax withholding
so that computing and paying this tax is less burdensome for you. This
publication provides specific examples and steps for completing your reports
and annual returns.

The rates and tables you will need to compute the amount of Kansas tax
to withhold for each employee or payee begin on page 22, and apply to all
wages paid on or after January 1, 2013.

By law, businesses are required to submit their Withholding Tax returns
electronically. Kansas offers several electronic file and pay solutions — see
page 10. For current electronic information, visit our web site.

o
WebleréBre

KW-100 (Rev. 8/12) Konsas Department of Revenve O



WHAT'S NEW BEGINNING IN TAX YEAR 2013

During the 2012 Legislative Session House Bill 2117 was passed and signed into law. Two provisions of this bill made significant
changes to Kansas witholding tax. These changes are effective for tax year 2013 and subsequent years.

Section 10 of the Bill amends K.S.A. 79-32,110, the statute which establishes the rates of income tax in Kansas. Beginning in tax
year 2013, individual income tax rates are lowered at all levels. In addition, the current three-tier structure is replaced by a two-tier
structure. For additional information, see Notice 12-06 which is available on KDOR’s web site at: ksrevenue.org.

The withholding tax tables in this publication have been revised to reflect the new Kansas income tax rates, which are effective
January 1, 2013. The calculation of an individual’s Kansas income tax starts with federal adjusted gross income. Certain modifications,
either additions or subtractions, required by K.S.A. 79-32,117 are made to arrive at Kansas adjusted gross income.

Provisions in Section 12 of the Bill add five new addition modifications and one new subtraction modification to K.S.A.
79-32,117. The overall effect of these new provisions is to exempt certain categories of income from Kansas income tax. For more
information see Notice 12-11, available on our web site.

Because of the changes made in Section 12 of the Bill, a non-resident owner of a Kansas S corporation, a partner in a Kansas
partnership, or a member of a Kansas limited liability company will not be subject to Kansas income tax on income that is properly
reported on federal Schedule C, E, or F and on lines 12,17, or 18 of federal Form 1040. As a result, income reported on these
schedules and lines will not be subject to Kansas withholding tax. Nonresident owners receiving taxable income that is not properly
reported on the applicable federal forms/lines (i.e. taxable income) will be subject to nonresident owners’ withholding.
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E INTRODUCTION

WHAT IS WITHHOLDING TAX?

Kansas has a state income tax on personal income.
Kansas withholding tax is the money that is required to
be withheld from wages and other taxable payments to
help prepay the Kansas income tax of the recipient.

An employer or payer pays no part of this tax, but is
responsible for deducting it from the wages or taxable
payments made to an employee or payee. The employer
or payer holds the tax in trust for the state, and then
remits these funds to KDOR (Kansas Department of
Revenue) on a regular basis.

WHO MUST WITHHOLD KANSAS INCOME TAX?

GENERAL RuULE: EVERY KANSAS EMPLOYER OR
PAYER WHO IS REQUIRED TO WITHHOLD FEDERAL INCOME
TAX ACCORDING TO THE INTERNAL REVENUE CODE MUST

ALSO WITHHOLD KANSAS INCOME TAX.

Employers. Kansas law defines an employer as
any person, firm, partnership, limited liability company,
corporation, association, trust, fiduciary or any other
organization:

« who qualifies as an employer for federal
income tax withholding purposes;

* who maintains an office, transacts business, or
derives any income from sources within the
state of Kansas (whether or not the paying
agency is in Kansas);

e for whom an individual performs or performed
any services of whatever nature as the
employee of such employer; and,

< who has control of the payment of wages for
such services or is the officer, agent or
employee of the person having control of the
payment of wages.

A professional employer organization (PEO) is
considered to be an employer for the purpose of
withholding Kansas income tax from its assigned
workers. A PEO is anyone engaged in providing, or
representing itself as providing, the services of
employees in accordance with one or more professional
employer arrangements.

Payers. A payer is any person or organization, other
than an employer, who makes a payment other than
wages, or a payment of a pension, annuity or deferred
income that is taxable under the Kansas income tax act.
Kansas income tax withholding is required on payments
other than wages (defined on page 4) that are made by
payers to payees. Payers include trustees of pension
funds and gambling establishments.

Kansas withholding is also required on a nonresident
owner’'s share (whether distributed or undistributed) of
the Kansas taxable income of a S corporation,
partnership, LLC or LLP.

=== |Important: Even though the employer or payer
# itself may not be subject to Kansas income tax
(such as governmental agencies or nonprofit religious,
educational, or charitable institutions), the employer or
payer is still required to withhold income tax from
payments made to its employees or payees.

NOTE: Requirements for income tax withholding generally
apply to both employers and payers. Throughout this guide,
we may use the term “employer” to denote either an employer
or a payer, and the term “employee” to mean either an
employee, payee or nonresident owner.

WHO ARE EMPLOYEES/PAYEES?

Employees. For Kansas withholding tax purposes
an employee is either: 1) a resident of Kansas performing
services either inside or outside of Kansas; or, 2) a
nonresident of Kansas performing services within the
state of Kansas.

Employers in other states are required to withhold
Kansas income tax when the employee is a Kansas
resident or when wages paid are for services performed
in Kansas. Although an individual may be allowed
considerable discretion and freedom of action, he is
considered an employee as long as the employer has
the legal right to control what will be done, how it will be
done, and the result of the services performed. If you
have questions about whether an individual performing
services for you is your employee (you are responsible
for the payroll taxes on the wages paid) or is an
independent contractor (the individual is responsible
for taxes on the income), contact the Internal Revenue
Service (IRS) or the Kansas Department of Labor if you
need help in determining how to classify a worker.

<%= |mportant: Penalties may be imposed on
l‘t‘ persons who knowingly and intentionally
misclassify an employee as an independent contractor
and fail to report state income tax withholding or
unemployment insurance contributions.

Payees. A payee is any person or organization who
receives a payment other than wages, or payment of a
pension, annuity or deferred income which is subject to
Kansas withholding. Examples include: 1) Kansas
residents receiving a taxable non-wage payment, or a
taxable pension, annuity or other deferred income; and,
2) nonresident individuals or organizations receiving a
management/consulting fee, or Kansas taxable income
from a partnership, S corporation, or limited liability
company.

See Payments Subject to Kansas Withholding that
follows for the types of payments subject to withholding
tax. For examples of how to calculate Kansas withholding
on taxable payments, see pages 8 through 10.



SOLE PROPRIETORS AND PARTNERS

If you are a sole proprietor or a partner in a
partnership, you are not considered to be an employee
of your business, and therefore will not withhold income
tax on your compensation. Instead you will make
qguarterly estimated income tax payments to prepay
your state income tax liability on taxable income. Visit
our web site for more information about these payments.

&’ -~ PAYMENTS SUBJECT TO
J KANSAS WITHHOLDING

GENERAL RULE: IF FEDERAL INCOME TAX WITHHOLDING

IS REQUIRED ON THE PAYMENT, KANSAS WITHHOLDING IS

ALSO REQUIRED. |F FEDERAL WITHHOLDING IS VOLUNTARY,
KANSAS WITHHOLDING IS ALSO USUALLY VOLUNTARY.

WAGES

Wages are all payments, whether in cash or other
form, paid by an employer to an employee for services
performed. If the payment is a wage as defined by
section 3401(a) of the federal internal revenue code, it
is subject to Kansas income tax withholding when 1) the
recipient is a resident of Kansas OR the services were
performed in Kansas; and 2) the payment is subject to
federal income tax withholding.

Exception: Wages paid to an individual who performs
services as an “extra” in connection with any phase of a
motion picture or television production or commercial
for less than 14 days during any calendar year are not
subject to Kansas withholding tax. An “extra” is an
individual who pantomimes in the background, adds
atmosphere and performs such actions without speaking.

SUPPLEMENTAL WAGES

Supplemental wages are compensation paid to an
employee in addition to the employee’s regular wage.
They include, but are not limited to, bonuses,
commissions, overtime pay, accumulated sick leave,
severance pay, and back pay.

Kansas withholding is required on all supplemental
wage payments. How you calculate the Kansas
withholding depends on how the payment is made; see
page 10, Supplemental Wages.

FRINGE BENEFITS

In general, any fringe benefit that is included in an
employee’s gross income and subject to federal
withholding tax is also subject to Kansas withholding
tax. Fringe benefits include cars and flights on aircraft
you provide, free or discounted commercial flights,

vacations, discounts on goods or services, memberships
in country clubs or other social clubs, and tickets to
entertainment or sporting events.

CAFETERIA, 401K, AND PROFIT SHARING PLANS

Kansas law requires withholding on wages. If your
cafeteria, 401K, profit sharing, or other employee plan
is considered to be wages by the federal government
and federal income tax withholding is required, Kansas
withholding is also required.

PAYMENTS OTHER THAN WAGES

Kansas withholding is required on these taxable
payments other than wages when federal withholding
is required [K.S.A. 79-3295]. Any determination by the
IRS that relieves a payer from withholding on these
payments also will apply for Kansas income tax
withholding purposes.

* Any supplemental unemployment
compensation, annuity or sick pay

* Payments made pursuant to a voluntary
withholding agreement

e Gambling winnings

« Taxable payments of Indian casino profits

« Payments of any vehicle fringe benefit

Management and Consulting Fees. Kansas
requires withholding on management and consulting fees
paid in the ordinary course of a trade, business or other
for profit venture to a nonresident of Kansas performing
these services in Kansas (i.e., earning taxable Kansas
source income). The requirement to withhold Kansas
tax on these fees does not apply to individuals,
governmental or nonprofit entities, since they are not
for-profit ventures. See sample calculation, page 9.

PENSIONS, ANNUITIES & OTHER DEFERRED INCOME

Kansas withholding may also apply to pensions,
annuities or deferred income paid to a Kansas resident.
To be subject to withholding, the payment must be
taxable under the Kansas income tax act and be a
payment of: 1) periodic payments of pensions, annuities
and other deferred income; 2) nonperiodic distributions
of pensions, annuities and other deferred income; or,
eligible rollover distributions of pensions, annuities and
other deferred income.

NOTE: Kansas withholding is required only when federal
withholding is required. If federal withholding is voluntary on
these payments, Kansas withholding is also voluntary.

HI You are a payer of a taxable pension on
@ampla IL'I" which federal withholding is not required,
L1, but the Kansas resident payee elects to
—_— have federal withholding deducted from
that pension. Since the federal withholding is voluntary,
Kansas withholding is also voluntary.



Kansas withholding on deferred compensation plans
follows federal withholding rules. Contributions to a
deferred compensation plan are generally not subject
to withholding. However, if federal withholding is required
on a taxable distribution from a deferred compensation
plan, Kansas withholding is also required.

INTEREST AND DIVIDENDS

Federal law requires back-up withholding on interest
and dividend income in some situations. Kansas law
does not contain a similar provision, therefore there is
no Kansas withholding on interest and dividend income.

LOTTERY AND GAMBLING WINNINGS

Kansas income tax must be withheld from prizes paid
by a Kansas-based lottery, casino or pari-mutuel
wagering establishment when federal withholding is
required. How to withhold Kansas tax on gambling
winnings is explained on page 9, Gambling Winnings.

WITHHOLDING :g
REGISTRATION

WHO MUST REGISTER

If you are an employer or payer as defined on pages
3 and 4, you must register with KDOR to withhold Kansas
income tax from wages and other taxable payments
subject to Kansas withholding tax. If you are an employer
in another state, you must register and withhold Kansas
income tax when you have employees working in Kansas
for any period of time.

Common Paymasters. If your corporation is acting
as a common paymaster (as defined by the Internal
Revenue Service) for employees who are working for
and being paid by two corporations at the same time,
you will register and report your Kansas income tax
withholding as a common paymaster using the Kansas
Tax Account Number with the same EIN as is used to
report the federal withholding as a common paymaster.

Reporting Agents. If you are a reporting agent for
one or more employers, you must report Kansas income
tax withholding for these employers under the Kansas
Tax Account Number(s) of the individual employers, not
under your Kansas Tax Account Number.

HOW AND WHEN TO REGISTER

You do not need to apply for a Kansas Withholding
Tax Account Number until you have employees working
in Kansas, or are required to withhold on payments that
are subject to Kansas withholding tax.

To apply for a tax number, visit the Business Tax
section of our web site (ksrevenue.org). You will be
linked to the Kansas Business Center to complete the
application, receive your account nhumber and print your
registration certificate. For complete instructions about
the application process, obtain Pub. KS-1216, Kansas
Business Tax Application Booklet, from our web site.

If you prefer, you may apply in person or by mail. An
owner, partner, or a principal officer may bring the
completed application to our assistance center. We will
process your application, assign a registration number,
and issue a Certificate of Registration if you have no
outstanding tax liability. You may, instead, mail or fax
your completed application to our office 3-4 weeks
before you begin making withholding tax payments.

YOUR KANSAS TAX ACCOUNT NUMBER

Your Kansas account number for withholding tax is
a fifteen-character number based on your federal
Employer Identification Number (EIN) as illustrated here.

036 481234578 Fo1
(Tax Type) (EIN) (Tax Account)

The tax type prefix for withholding tax on wages and
taxable non-wage payments is 036; for nonresident
owner withholding it is 037. If you are registered with
KDOR for sales or use tax, the prefix will change to
denote those tax types. Include your tax account number
on any correspondence mailed to KDOR.

If there is a change in the ownership of the business,
a new Kansas Tax Account Number may be required.
See Change of Business Ownership on page 17.

YOUR REGISTRATION CERTIFICATE

After your account number is assigned, a withholding
tax registration certificate is issued to you (see sample
that follows). Be sure to review it for accuracy and report
any corrections to KDOR immediately (see page 17).

KANSAS DEPARTMENT OF REVENUE
Division of Taxation

WITHHOLDING TAX REGISTRATION CERTIFICATE

(1]

DAVID A SAMPLEPERSON 9
DBA NAME Tax Account Number: 036123456789F01

2128 ANYSTREET e Inception Date: 01/01/2012
WICHITA KS 67216-0100 9 Filing Frequency: MONTHLY

This Registration Certificate is valid until canceled and is not transferable.

o EmpLOYER/PAYER NaME AND ADDRESs: The name/

business name under which your account is
registered. The address is the current physical
location of your business. DBA means “Doing
Business As.”

g Tax Account Numser: A number assigned by KDOR
to record your withholding account information.



9 IncepTioN DaTE: The start date of your business,
the date wages were first paid, or the date you
began making payments subject to withholding

as indicated on your Business Tax Application.

e FiLing FReQuENcY: How often you will report and
pay Kansas withholding tax: Quad-monthly; Semi-
monthly, Monthly, Quarterly, or Annually. Your
frequency is assigned based on the size of your
payroll. See Filing Frequencies and Due Dates,

and the chart on page 12.

HOW TO WITHHOLD
% KANSAS TAX

KANSAS WITHHOLDING ALLOWANCE CERTIFICATE

In order to have Kansas tax withheld, every employee
must furnish to the employer a signed Kansas
Withholding Allowance Certificate (K-4), for use in
computing Kansas withholding. For federal withholding
purposes, you will continue to use Form W-4.

The K-4 form (page 20) should be completed as soon
as an employee is hired or taxable payments begin. The
amount of tax withheld should be reviewed each year
and new forms should be filed whenever there is a
change in either the marital status or number of
exemptions of the individual. If an employee does not
complete a Form K-4, the employer must withhold wages
at the single rate with no allowances.

NOTE: Individuals who have a balance of more than $500 on
their Kansas income tax return after all credits may be
subject to an underpayment penalty. To avoid this, you can
make estimated tax payments, reduce the number of
withholding allowances claimed, or request an additional
amount of Kansas withholding.

ADDITIONAL KANSAS WITHHOLDING

The amounts calculated using the tables in this
booklet represent the minimum amount of Kansas
withholding on each payment. Because of their particular
tax situation, employees may request additional amounts
above the regular Kansas withholding amount in order
to have sufficient credits to avoid a balance due on
their income tax return or a penalty for underpayment
of estimated tax. Employees will use line 5 of Form K-4
to report additional amounts of Kansas tax to be withheld.

EXCLUSION FROM KANSAS WITHHOLDING

When an employee claims exemption from federal
withholding, the employee is also exempt from Kansas
withholding. However, if the IRS requires withholding for
an individual who has previously claimed exemption from
withholding, Kansas withholding tax is also required.

E“'w-: Important: An exemption or exclusion from

Kansas withholding does not mean an
individual does not have to file a Kansas individual
income tax return and pay the Kansas income tax due.

HOW TO COMPUTE KANSAS WITHHOLDING

There are two methods you may use to determine
the amount of Kansas income tax to be withheld from a
wage or other payment subject to Kansas income tax
withholding — the percentage formula and the wage
bracket tables. Both methods use a series of tables
for single and married taxpayers for each type of payroll
period frequency (weekly, monthly, etc.). Be sure to use
the correct table for your payroll frequency and the
martial status of the payee so that you arrive at an
accurate withholding amount.

Using the wage bracket tables is considered to be
the easier of the two methods. However, if you have
highly paid employees/payees or are using a
computerized payroll system, you (or your software) will
use the percentage formula. Both methods are
acceptable and produce almost identical results.
Choose the method that best suits your payroll situation.

Percentage Formula. The percentage formula is
a mathematical formula based on the Kansas personal
income tax rates. This method uses the tables that are
on pages 22 and 23. The percentage rate tables are
based on the net wage or payment amount. To compute
the net amount of the payment, you must first calculate
the employee’s/payee’s withholding allowance
amount and deduct it from the gross wage or payment
for the period before using the percentage rate tables.

Withholding Allowance Amount. An individual's
withholding allowance amount is the Kansas individual
income tax personal exemption amount of $2,250
divided by the number of payroll periods in the calendar
year. Thus, an employee paid monthly has a withholding
allowance of $2,250 divided by 12, or $187.50, per pay
period for each withholding allowance claimed. The
Kansas withholding allowance amounts for each payroll
frequency are shown in the following table.

TABLE OF WITHHOLDING ALLOWANCE AMOUNTS
Number of Amount of each
Payroll Frequency pay periods withholding
per year allowance
Weekly 52 43.27
Bi-weekly 26 86.54
Semi-monhtly 24 93.75
Monthly 12 187.50
Quarterly 4 562.50
Semi-Annual 2 1,125.00
Annual 1 2,250.00
Dy orscelaneous | 260




SIEPY

Rounding. Kansas withholding computed using the
percentage method may be rounded. Round to the
nearest whole dollar by dropping amounts under 50
cents and increasing amounts from 50 to 99 cents to
the next higher dollar. For example, $2.49 becomes
$2.00 and $2.50 becomes $3.00.

Wage Bracket Tables. This method uses the series
of tables that begin on page 24. The wage bracket tables
are calculated using the percentage formula, with the
results rounded and placed in convenient brackets for
you. Withholding is computed by plotting the gross
wage and the number of withholding allowances
on the table that corresponds with your payroll
frequency and the individual's marital status.

== |mportant: When the payment for the period
'Ef exceeds the last bracket of a wage bracket
table, you must use the percentage formula to calculate
the amount of tax to withhold on the entire payment.

SAMPLE WITHHOLDING COMPUTATIONS

The two methods of calculating Kansas withholding
tax (Percentage Formula and Wage Bracket Table) are
illustrated for you using the following example.

JilI Sal Salansky is paid $600 semi-monthly,
#ample o/ is married, and claims 2 withholding
LA allowances on the W-4 and K-4 forms.

PErRcENTAGE FORMULA

Multiply the withholding allowance amount for
Sal's payroll frequency of semi-monthly (see
table, page 6) by the total number of
withholding allowances he claimed on his
K-4 form, which is 2: $93.75 X 2 = $187.50

STEP1

Subtract the result in Step 1 from Sal’'s gross
payment for the period to arrive at the net
payment amount: $600 - $187.50 = $412.50

STEP2

Use the appropriate rate table (Table 3 for
Semi-Monthly payroll) to figure the amount to
be withheld for Sal. Since he is married, use
Table 3(b). The withholding rate is 3% of the
net amount of the wage or payment that is
over $250.00.

$412.50 - $250.00 = $162.50
$162.50 X 3% = $4.88

The Kansas withholding on Sal's payment is
$4.88, which may be rounded to $5.00. See
Rounding on this page.

(a) SINGLE person (including Head of Household)

The amount of KANSAS income
tax to be withheld is:

If amount of wages (after
withholding allowance) is:

Over But not over
PO BA2D e $0

$125 3% of excess over $125
$750 $18.75 plus 4.9% of excess over $750

CTABLE D— SEMI-MONTHLY PAYROLL PERIOD

C (b) MARRIED person>)

The amount of KANSAS income
tax to be withheld is:

If amount of wages after
withholding allowance is:

Over But not over
$0 B250 i $0

@50 $1500 .. 3% of excess over $250°)
$1,500 $37.50 plus 4.9% of excess over $1,500

WAaGE BRACKET TABLE

STEP

Select the withholding table that represents Sal’'s payroll period frequency of “semi-monthly

and his marital

status of “married” (see illustration).

MARRIED Persons — SEMI-MONTHLY Payroll Period

S'I'EP Locate the wage bracket on the left side
of the table that encompasses the gross M
amount of Sal's semi-monthly payment of least
$600. Then, across the top of the table, 0
locate the number of withholding tax o
allowances claimed on Sal's K-4 form. 210
250
S'I'EP3 Locate where the wage row and -
withholding allowance column meet within 370
the table. For this example, the wage j:]'
bracket of $570 - $610 and the column o
for “2” withholding allowances intersect 530
at $5 — this is the amount of Kansas tax =
to withhold on Sal’'s payment.

O,

$530 - $570 wage bracket.

And the wages are —

And the number of withholding allowances claimed is —

0| 1 3 | a | 5] 6] 7]
than | The amount of income taxta be withheld shall be —
130 0 0 0 0
170
210
250
290
330
370
410
450
490
530
570
610

ca
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=
=

But less
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The column headings for the wage brackets are “At Least ... But Less Than.” If the gross payment falls on a break, use the
next wage bracket or line down. For example, if the payment is $570, you would use the $570 - $610 wage bracket, NOT the



SPECIFIC WITHHOLDING
SITUATIONS

This section is designed to help employers and
payers accurately calculate Kansas withholding tax on
the various residency situations and taxable payments
subject to Kansas withholding.

KANSAS RESIDENTS

A Kansas resident is any individual who has: 1)
established a permanent residence in Kansas for any
period of time during the year; or, 2) spent a total of more
than 6 months in Kansas during the year.

Resident Working Full Time In Kansas. If your
employee is a Kansas resident performing services
entirely in Kansas, Kansas withholding tax is due on
the total earnings.

Resident Working Outside Kansas. When you
employ or pay a Kansas resident for services performed
outside Kansas (either full time or part time), withhold
from that employee’s total wages the amount of
withholding tax due Kansas, less the amount of
withholding tax required by the other state(s).

Jane lives in Leawood, Kansas but works
m;nm-,{;!l in Kansas City, Missouri. The Kansas
L1 withholding due on Jane’s total wage is
—— $250 and the Missouri withholding is $130.
The difference, $120, will be withheld from Jane’s
paycheck and sent to Kansas.

NOTE: If the other state’s withholding is more than the
Kansas amount, then no Kansas withholding tax is due.

NONRESIDENTS OF KANSAS

A nonresident individual is any individual other than
a resident individual.

Nonresident Working Full Time in Kansas. If a
nonresident works full time in Kansas, the employer must
withhold Kansas income tax from the employee’s total
wages as if the employee were a Kansas resident.

Nonresident Working Inside and Outside of
Kansas. The computation of Kansas withholding tax for
a nonresident employee who performs services for an
employer both inside and outside of Kansas is a two-
step process. First, the employer computes the Kansas
withholding tax amount on the total wages paid during
the period. Second, the resulting amount of Kansas
withholding is then multiplied by a nonresident
percentage factor.

Kansas Withholding on Total Wage
X Nonresident Percentage
Nonresident Kansas Withholding

The nonresident percentage is obtained by dividing the
employee’s services performed in Kansas by the total
services performed.

Nonresident Percentage = Kansas Services
Total Services

A Statement of Nonresident Allocation Percentage
(K-4C), may also be used by nonresident recipients of
taxable Kansas income to report the approximate
percentage of income earned in Kansas and subject to
Kansas withholding. The form is completed by the
recipient and kept on file by the employer or payer.

Computing the nonresident percentage: The
numerator (Kansas services) and denominator (total
services) of the nonresident percentage are usually
determined by how the employee is paid: hourly, salary,
commission, etc. The following are examples of how to
compute these types of wage payments. However, any
logical method that accurately and fairly reflects the
percentage of income earned in Kansas may be used.

HourLy EmPLOYEE

Hours worked in KS = o4 of income applicable to KS
Total hours worked

Jql Rick lives in Kansas City, Missouri but
wample (e | works in Missouri and Kansas for the same
L1 employer. He is paid by the hour. He
e worked 33 of 80 hours in Kansas and the
Kansas withholding on his total wage is $34. Determine
his nonresident percentage by dividing the number of
hours worked in Kansas (33) by total hours worked in the
pay period (80). 33 + 80 = 41%

Since Rick’s Kansas earnings are 41% of the total, his
nonresident Kansas withholding is .41 X $34 = $13.94,
which is rounded to $14.

SALARIED EMPLOYEE

Days worked in KS _ g i '
Total days worked % of income applicable to KS

H. Susan lives in Lincoln, Nebraska and paid

eample 5\1., a salary for her work in Nebraska and

Kansas. During a two-week pay period,

—— she worked 7 of 10 days in Kansas. The

Kansas withholding on her total salary for the period is

$50. To determine her nonresident percentage, divide

the number of days she worked in Kansas (7) by the

total number of days worked in the pay period (10).
7 +10 = 70%

Therefore, Susan’s nonresident Kansas withholding
tax is 70% of the Kansas withholding tax on her total
salary: $50 X .70 = $35.



CoMMISSION SALES ASSOCIATE

Commission earned in KS = % of income applicable to KS
Total commission earned

Hu John lives in Limon, Colorado and is a
ecampla I'"I" commission salesman in several states,
including Kansas. His total commissions
—— for the period were $2,612, of which $523
were from Kansas. The Kansas withholding on his total
commissions is $116. His nonresident percentage is
determined by dividing his Kansas commissions by his
total commission: $523 + $2,612 = 20%. John’s Kansas
commissions are 20% of his total commissions, so his
nonresident Kansas withholding is .20 X $116 = $23.20,
which is rounded to $23.

EMPLOYEES OF INTERSTATE CARRIERS

Employees in interstate commerce (railroads, motor
carriers, air carriers, etc.) often perform their regularly
assigned duties in more than one state. Kansas
withholding rules for employees of interstate carriers
are governed by federal law — Public Law 91-569. Wages
paid to these employees are subject only to the income
tax laws of their state of residence. Interstate carriers
are required to file an information return (Form W-2 or
1099) with the state of the employee’s residence.

ENTERTAINERS AND ATHLETES

Individuals working in sports and entertainment often
have income in more than one state. Like others working
in Kansas, athletes and entertainers are subject to the
Kansas personal income tax on earnings for services
performed in Kansas. Therefore, Kansas withholding
is required on their Kansas earnings if the Internal
Revenue Service considers them your employees.

If the individual employee is a nonresident of Kansas,
the nonresident percentage may be calculated as the
ratio of the number of hours, number of games or
number of performances in Kansas to the total number
of hours, games or performances for the pay period.

F'. Jack is a resident of lowa and plays semi-
m:npl!-.\p pro baseball. During a pay period he
LA played in 7 games, 2 of which were in
—  Kansas. The Kansas withholding on his
total wage is $150. His nonresident percentage is the
number of games played in Kansas (2) divided by the
total games in the pay period (7): 2 + 7 = 28%. Since
his Kansas earnings are 28% of the total, his
nonresident Kansas withholding is .28 X $150 = $42.

H. Jane is a Texas resident and an actor in

ecample -.\I.J summer stock who is paid a weekly salary.
The touring company spent a total of 36

— days in Kansas. For the pay periods when
all performances were in Kansas, Kansas withholding

is due on the total weekly wage. For the pay periods
when only part of the performances were in Kansas,
her employer would apply a nonresident percentage
(the ratio of Kansas performances to the total) to the
Kansas withholding on her total earnings for the week.

Kansas withholding is not required if the individual is
considered to be an independent contractor.
Independent contractors with Kansas taxable earnings
would make estimated tax payments on their Kansas
taxable income.

GAMBLING WINNINGS

Kansas withholding on gambling proceeds is not
computed using the wage bracket or percentage formula
tables, but is instead 4.5% of the proceeds paid. To
figure the Kansas withholding on gambling winnings,
multiply the proceeds paid (the amount won less the
amount of the bet) by 4.5%. Enter the Kansas
information in the applicable boxes of the W-2G.

MANAGEMENT AND CONSULTING FEES

Management and consulting fees paid to a non-
resident are subject to Kansas withholding tax at the
rate of 4.5% of the fee when payment is made by a
Kansas entity in the normal course of its trade, business
or other for-profit venture, and the nonresident
physically performs these services in Kansas.

qu A Kansas real estate firm pays a Missouri
mample \I_J company $1,000 per month to manage its
L1 Kansas rental property. Since the Missouri
—— firm performs the management services
in Kansas, the Kansas firm is required to withhold
Kansas tax at the rate of 4.5% from each payment made
to the Missouri company.

NONRESIDENT ALIENS

Citizens of other countries working in Kansas may
be subject to Kansas withholding and Kansas personal
income tax on their earnings. If the wages paid to a
nonresident alien for services performed in Kansas are
subject to federal income tax withholding, Kansas
income tax withholding is also required.

NONRESIDENT OWNERS

== |mportant: Beginning in tax year 2013, income
t‘;‘ that is properly reported on federal Schedule
C, E, or F, and lines 12, 17, or 18 of federal Form 1040
is not subject to Kansas income tax; therefore, not
subject to Kansas withholding. Nonresident owners
receiving taxable income that is not properly reported
on the applicable federal forms/lines (i.e. taxable
income) will be subject to Kansas nonresident owners’
withholding.



Partnerships, S corporations, LLCs and LLPs are
required to withhold Kansas income tax from the Kansas
taxable income (whether distributed or undistributed)
of their nonresident partners, shareholders or members
(owners/distributees). Publicly traded partnerships
(traded on an established securities market or are
readily tradable on a secondary market) are not
required to withhold. Nonresident owners may either
be persons or organizations. The Kansas withholding
tax rate for nonresident owners is currently 4.9%.
Exempt Organizations: If the nonresident owner is an
organization exempt under section 501(a) of the federal
internal revenue code, no withholding is required. Keep
a copy of its statement with Form KW-7S.

NonNRESIDENT OwWNER FiLING OPTIONS

Nonresident Owner Withholding (KW-7, KW-7S,
K-19): Partnerships, S corporations, LLCs and LLPs
reporting Kansas taxable income to nonresident owners
must complete a Report of Nonresident Owner Tax
Withheld (KW-7S), for the tax year. Form KW-7S, listing
all nonresident owners and the withholding tax due (or
withholding election made — see page 9) and Form
KW-7, for payment of the nonresident withholding tax,
are due on or before the due date of the pass-through
entity’s income tax return, including extensions. Do not
remit nonresident owner withholding tax on Forms
KW-5 or KW-3. You must also complete and furnish
Form K-19 to each of the nonresident owners for whom
tax was withheld so they may claim the withholding on
their individual Kansas returns. These forms are
available on our web site.

Form KW-7A - “Opt-out” Affidavit: A nonresident
owner who elects to be subject to the personal
jurisdiction of the department for the purpose of
determining and collecting any Kansas taxes may “opt-
out” of this withholding requirement by providing a
completed Nonresident Owner Withholding Affidavit
(KW-7A) to the pass-through entity. The entity will keep
one copy in its files and submit a copy with Form
KW-7S to show why Kansas withholding tax is not being
paid on behalf of that nonresident owner. The election
remains in effect until revoked by the nonresident owner
or by KDOR for failure to file the required returns or
pay the tax due.

Withholding in Lieu of Form K-40 or K-40C: If a
nonresident owner’s only source of Kansas income is
the owner’s share of Kansas taxable income from a
partnership, S corporation, LLC or LLP, the withholding
paid on behalf of such nonresident owner may be
retained in satisfaction of that owner’'s Kansas income
tax liability, and a K-40 or K-40C is not required for that
tax year. If the nonresident owner qualifies for the
election, mark the applicable box on Form KW-7S.

OTHER MISCELLANEOUS PAYMENTS

You will use the percentage formula or wage bracket
tables to figure Kansas withholding on most payments.
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However, when you are making a payment subject to
Kansas withholding not discussed here, and the federal
withholding is a percentage (20%, 28%, etc.), the
Kansas withholding rate is 4.5% of the payment.

SUPPLEMENTAL WAGES

Kansas withholding on a supplemental wage payment
is computed using the same method that you use at the
federal level. If you are adding regular and supplemental
wages together and computing federal withholding on
the total using the federal tables, compute the Kansas
withholding using the same steps.

H. You pay an employee a $1,000 bonus in
aampl I'"I'J addition to her regular wage of $1,000.

Since you are not separating the payment,
you calculate federal and state withholding
using a gross wage amount of $2,000 for the period.

In contrast: If you state the supplemental wage
separately and compute federal withholding as a
percentage of the payment (usually 28%), then compute
Kansas withholding at 4.5% of the gross payment. For
example, the Kansas withholding on a $1,000 bonus
paid would be $45 ($1,000 X 4.5%).

. REPORTING KANSAS
“#°<% WITHHOLDING TAX

FILE AND PAY OPTIONS

Since July 1, 2010, it has been a requirement that
businesses submit their Retailers' Sales, Compensating
Use taxes, and Withholding Tax returns electronically.

Kansas offers several simple electronic filing
solutions (see chart on next page). You can use WebTax
for on-line filing and payment for most business tax
accounts. First, create a user login ID and select a
password then attach your business tax accounts. Each
tax account has a unique access code that only
needs to be entered once. This access code binds your
account to your login ID. For future filings, you simply
log into your account using your self-selected user login
and password. A history of all returns filed or payments
made is retained in WebTax.

You can also use TeleFile to file returns and make
payments for several tax accounts. Like WebTax, you
will need your access code to begin. The telephone
option requires that you use this access code each time
you file or make payment.

Electronic tax payments must be made on or
before the due date. Using the WebTax system, you
can have your tax payment electronically debited from
your bank account (ACH Debit). You may choose to



initiate your tax payment through your bank (ACH Credit*)
Credit card payments are also accepted through third
party vendors. Visit webtax.org for a current list of
vendors and their services.

WebTax and TeleFile are simple, safe, and FREE
and conveniently available 24 hours a day, 7 days a
week. You also receive immediate confirmation that your

return is filed.

* AForm EF-101, Authorization for Electronic Funds Transfer, must be
completed for ACH Credit before using the EFT payment method.
This form is available on our web site at: ksrevenue.org

The following table provides details of the electronic
filing and payment options available to you.

ELECTRONIC FILE and PAY OPTIONS

For assistance with filing your return or making your payment electronically, contact our Electronic Services staff at 1-800-525-3901.
If in Topeka, call 296-6993. You may also e-mail Electronic Services at: eservices@kdor.ks.gov

Withholding Tax

ELECTRONIC PROGRAM DESCRIPTION FORMS REQUIREMENTS GETTING STARTED
OPTIONS ACCEPTED
ONLINE KW-5 Deposit Reports can be made using the « KW-3 * Internet » Go to webtax.org and click the “Use
webtax.org WebTax application. After connecting to your o KW-5 access WebTax Now” button.
withholding accpunt, simply click thg ‘_‘Make an . W2 * Access > Create a user login and a password.
EFT Payment” link to complete your filing and Code(s)
make payment. WebTax also allows you to file * 1099 « EN > Contact KDOR for your access code.
your KW-3 Annual Withholding Tax return and « EE-101 form » Connect your tax account to your login and
W-2/1099 Withholding Reports electronically. (ACH Credit begin filing.
A Form EF-101, Authorization for Electronic Payments) > Go onLine and complete a form EF-101 (ACH
Funds Transfer, must be completed for ACH Credit* payers only).
Credit* before using the EFT payment method.
This form is available on our web site.
BY PHONE A KW-5 return with payment can be made « KW-5 « Touch-tone » Goonline and complete a Form EF-101.
877-600-5640 | through the EFT payments telephone system. . tAe(l:eCihsosne > Contact KDOR for your access code.
Code(s) » Call 1-877-600-5640 and use your access
« EIN code and your federal EIN to access the EFT
« EF-101form payment system. Using the keypads of your
(ACH Credit touch-tone phone, follow the phone prompts
Payments) to complete payment and submit your return.

Retailers' Sales and Compensating Use Tax

ELECTRONIC PROGRAM DESCRIPTION FORMS REQUIREMENTS GETTING STARTED
OPTIONS ACCEPTED
ONLINE Use WebTax to file single and multiple jurisdiction | « ST-16 * Internet » Go to webtax.org and click the “Use
webtax.org sales and use tax returns. . ST-36 access WebTax Now” button.
* Access > i .

WebTax allows filers to upload jurisdictions and | * CT-9U Code(s) Create a user login and a password
tax payments directly into returns. Users can also | « CT-10U . BN > Contact KDOR for your access code.
opt to retain jurisdiction information from previous » Connect your tax account to your login and
returns into their current return; saving time and * a:éhoéfoan: begin filing.
. ; redi
improving accuracy. Payments)

BY PHONE This TeleFile system can be used to file single e ST-16 » Touch-tone » Complete a TeleFile worksheet. You may

877-317-5639 | jurisdiction returns. It may also be used for annual telephone download it from our web site or you may
filers with multi-jurisdictions and zero tax to ) « TeleFile make copies of your current worksheet to

. : : With zero e .
report. Using a touch-tone phone, tax information sales: worksheet use for filing future periods.
is entgred from a complet(.ed worksheet into the . Access > Contact KDOR for your access code.
TeleFile system. Your assigned access code and | ¢ ST-36 Code(s)
federal Employer Identification Number (EIN) « CT-9U > Call 1-877-317-5639 and use your access
remains the same for each filing period. . CT-10U * EN code and federal EIN to access the TeleFile
system. Using a touch-tone phone, enter the
information from your worksheet.

* ACH Debit: Kansas Department of Revenue debits the tax payment from your bank account. ACH Credit: You initiate a tax payment through your bank.
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RECORD KEEPING

Like all other aspects of your business operation, you
must keep current, complete and accurate withholding
records. Keep records for at least 3 years after the date
the withholding tax was due, or paid, whichever is later.

* Name, current address, and Social Security
number of each employee or payee

» Period(s) of employment

» All compensation amounts paid by pay period.

» Date(s) and amount(s) of all tax withheld

» Copies of documents filed with KDOR (KW-5,
KW-3, W-2, K-19, KW-7S, KW-7 and KW-7A,
1096 and 1099)

» Federal form W-4 (W-4P, W-4S, W-4V, etc.) and
Kansas form K-4 for each employee/payee

FILING FREQUENCIES AND DUE DATES

How often you will file and pay Kansas withholding
tax depends on the size of your payroll. The larger your
payroll, the larger the Kansas withholding, and therefore

the more frequently you will report and pay the tax.
Kansas has five filing frequencies — annual, quarterly,
monthly, semi-monthly, and quad-monthly. Your initial
filing frequency is based on the estimated tax amount
you enter in Part 6 of the business tax application. Your
filing frequency is shown on your Withholding
Registration Certificate, illustrated on page 5.

Each filing frequency has a different set of due dates
(see chart below). Do not file your Kansas withholding
tax either more or less frequently than your established
filing frequency. If a change in filing frequency is needed
(monthly to quarterly, etc.), follow the instructions on
page 18. If the due date falls on a Saturday, Sunday or

legal holiday, use the next regular business day.
m frequencies are prescribed by Kansas law.

[K.S.A. 79-3298(a)] If the taxation director has
cause to believe that money withheld by an employer
or payer may be converted, diverted, lost, or otherwise
not timely paid, the director may at any time require

returns and payment more frequent than prescribed in
the following chart. [K.S.A. 79-3298(f)]

The annual withholding amounts and filing

DUE DATES FOR WITHHOLDING TAX DEPOSIT REPORTS
If a due date falls on a Saturday, Sunday or legal holiday, use the next regular workday.
QUAD-MONTHLY SEMI-MONTHLY MONTHLY QUARTERLY ANNUAL
ANNUAL WITHHOLDING ANNUAL WITHHOLDING ANNUAL WITHHOLDING ANNUAL WITHHOLDING ANNUAL WITHHOLDING
$100,000.01 and ABOVE $8,000.01 to $100,000.00 $1,200.01 to $8,000.00 $200.01 to $1,200.00 $.00 to $200.00
REPORTING DUE REPORTING DUE REPORTING DUE REPORTING DUE REPORTING DUE
PERIOD DATE PERIOD DATE PERIOD DATE PERIOD DATE PERIOD DATE
Reports are due within Jan 1-15 Jan 25 Jan Feb 15 Jan, Feb, Apr 25 Jan-Dec Jan 25
three banking days of Jan 16-31 Feb 10 Mar
the 7, 15" 215t and the Feb 1-15 Feb 25 Feb Mar 15
last day of the month. Feb 16-28 Mar 10 Mar Apr 15 Ap;,uhf]ay, Jul 25
Mar 1-15 Mar 25
Mar16-31 | Apr10 Apr May 15 Jul,Aug, | oOct 25
Apr1-15 Apr 25 May Jun 15 Sep
Apr 16-30 May 10 Jun Iul 15 Oct, Nov, Jan 25
May 1-15 May 25 Dec
May 16-31 Jun 10 Jul Aug 15
Jun 1-15 Jun 25
Au Sep 15
Jun16-30 | Jul 10 g P
Jul 1-15 Jul 25 Sep Oct 15
Jul 16-31 Aug 10 Oct Nov 15
Aug 1-15 Aug 25
Aug 16-31 Sep 10 Nov Dec 15
Sep 16-30 Oct 10
Oct1-15 Oct 25
Oct 16-31 Nov 10
Nov 1-15 Nov 25
Nov 16-30 Dec 10
Dec 1-15 Dec 25
Dec 16-31 Jan 10
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COMPLETING A KW-5 DEPOSIT REPORT

You must file a withholding tax deposit report (KW-5)
for EACH reporting period even when no Kansas tax
was withheld. Even annual filers must file a KW-5 for
the tax year — a KW-3 annual return does NOT take the
place of an annual KW-5 deposit report.

Kansas withholding tax reports must be filed and
payment of tax made electronically. Although there
are several methods available for filing and paying
electronically, the following example illustrates how to
use our simple and FREE WebTax application.

See File and Pay Options beginning on page 10 for
more information about filing and paying Kansas
businesses taxes.

Hl DaVId pays hls P;F:YOD R-Ergzt‘-AR EARNINGS DEDUCTIONS CPOA:I\I-L
Ecample '.\I.J employees on a ENDING NAME HOURS REG RATE TOTAL S MEDICARE FED WiH STATEWH 'L 1l o
LA weekly basis. His 7771 "ghloe Mitchell gg 2 75| [1]7]5 % 1 g :5 ; gg 1 g gg i gg 1 2 5 23 13;
R HH onner Frye 75| |1]|7|5 1 5 1 4 1/6|5 1
_f'“ng frequenc_y [|susan wills 15 8|75 [1[3[1]25 813 2|47 8 00 2[ 0o|| 2] 1[o] 65| 1403
for Kansas with-holding tax is ||Gene Batawin || 20 8| 75] [1[7[5[oof | [2[0[e5 3[34] [ [1]0] 00 3| 00| |2[3[o[21f 1404
monthly and he uses a
Spreadsheet to maintain his 7114 "Chloe Mitchell 20 8| 75| |1|7|5|00 1/0| 85 2|96 1/3|00 4( 00|l |1/6|5|89|| 1435
payroll records (a portion of it [lconner Frye 20 8| 75| [1]7[5[ 00| | [1]o[ 85 2| 96 7] 00 4 oo|| [1|5[0] 19| 1436
shown here). Using the |[susan wills 15 8[ 75| [1]3]1][25 8[ 13 2[47 8/ 00 2[oof| [1[1]o]65|| 1437
: win 30 875 26256 +-6-75 334 1loloo 3l00lf [2]2]9]41]) 1438
spreadsheet he will follow the Conner Frye 20 875 17500 1085 2 % 7 00 400 15019 1522
five steps below to report and [[Susan Wills 5 B[ 75T TI13[1] 25 10[85] T T T2 8 00 _2r60][ [1]0[7]93][ 1523
pay the Kansas withholding for |[Gene Baldwin || 30 8] 75| [2[6[2[50|| | [1[6]75 3[94] [ [1]ofoo]| [ [3[oof| [2[2[8[81]| 1524
the July, 2013 tax period. MONTHLY TOTALS al2]o[s] oo][ [2]e[6] 26] T [e[s[ 2] [1]5[2] oo [5[2] ooffee[1]5]e]]

STEP1
STEP2
STEP3

STEP4

Go to webtax.org to begin the filing process. Click Use WebTax Now. If you are a first time user click Register Now; if already
registered, click Sign In. If using the “ACH Credit” method of payment, follow the instructions in step 2; otherwise go to Step 3.

Click File an Electronic Funds Transfer Authorization Form (EF-101) at the top of the page. Complete all required fields and
click Submit. Verify that the information shown is correct and click Continue.

Click Business Accounts to the left of the page. Then click Add Account to this Login and follow the instructions to add your
tax account. After account appears, click on Manage Account and your account screen will appear. Click Save. NOTE: Once
you have added your account, it will be retained in the system for future filing periods.

Click Make an EFT Payment. Review the information at the top for the account you added.
—In the “Tax Period” section, select the month (July) and year (2013) of your reporting period from the drop-down menu item.
—In the “Payment Amount” section, enter in the “Tax” field, the total amount of Kansas withholding for all your employees for

the month of July (4 pay periods). For this example, you would enter $52.00.
—Next select your “Settlement Date” and complete the “Payment Funding Source” section. Click Continue.

SIEPS

Verify the information you entered and click Submit Payment to complete your filing. You will receive a Payment Detail page
which provides your confirmation number. Print this page and keep it with your business tax records.

CORRECTING A KW-5 DEPOSIT REPORT

The Kansas WebTax application supports the
electronic process of making additional payments.
However, if you need to file an “amended” or “corrected”
deposit report (KW-5), you must use a paper form. The
following instructions explain how to accurately correct
a previously-filed KW-5 deposit report.

UNDERPAYMENTS

If you have paid less than the actual taxes withheld
in a period, you will need to file an additional KW-5 for
that period. To file your additional KW-5, log into the
WebTax system access your Withholding tax account.
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Select the option Payment with KW-5 coupon to
process another return and payment for the amount of
tax that was underpaid for that tax period.

An additional KW-5 deposit filed after the original
due date is subject to a penalty (and interest when
applicable) on the additional amount of tax. For more
information about late charges, see page 16.

OVERPAYMENTS

Credit to Next Period(s). If you paid more than
the actual taxes withheld in a period, the amount of credit
may be applied to the tax due for subsequent withholding
period(s) within the same calendar year. To use a credit
from a prior deposit period in the same calendar year,
complete line 2 of a paper KW-5 form.



Amended KW-5s. When an overpayment cannot
be recaptured or used in subsequent withholding
periods within the same calendar year, the overpayment
will generally be reflected on your KW-3 Annual
Withholding Tax Return, and resolved the following
calendar year (see Credit Memo below). However, for
situations where a refund of the overpayment is
requested during that calendar year, you will need to
file an amended KW-5 for each affected period. Using
a paper KW-5, complete all the information on the form
and place a “X” in the “Amended Return” box. Enter the
correct amount of tax for each reporting period on
line 1 of the amended KW-5. You should include a letter
explaining the error that caused the overpayment.

CRreDIT MEMO

When overpayment(s) during a calendar year cannot
be recaptured during that same calendar year, or when
an audit of the KW-3/KW-3E Annual Withholding Tax
Return and W-2 and/or W-2c forms results in an
overpayment, KDOR will issue a Credit Memo. A Credit
Memo is a letter that explains the source of the credit,
the amount of the credit and instructions for its use.

Report the credit memo amount on your next KW-5
filing. If the credit is greater than the tax being reported,
report the remainder on the following tax period. If you
have questions, contact our tax assistance center.

= |mportant: A copy of the credit memo letter
Ef must accompany each of the KW-5 deposit
reports using the credit. A credit from a prior year cannot
be deducted on line 2 of a KW-5 deposit report without
a credit memo.

ANNUAL
RETURNS

Sl —

As an employer/payer, you have additional forms to
complete after the close of the calendar year for your
employees, payees, state and federal government.

COMPLETING AN ANNUAL WITHHOLDING TAX
RETURN (KW-3)

Form KW-3 is your annual Kansas withholding tax
return for the calendar year. This form serves two
important purposes. First, it summarizes your
withholding deposits for the calendar year, allowing us
to match your deposit record with ours. Second, it is
the transmittal document for sending the “State” copy
of the Wage and Tax Statement (Form W-2) and any
1099 forms that have Kansas withholding to KDOR.

The annual return, W-2s and 1099s are due to KDOR
by the last day of February of the following year. Form
KW-3 must be filed electronically (see File and Pay
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Options herein). The example that follows illustrates how
to use our simple and FREE WebTax application.

Partial Year Reporting. If you begin business or
begin withholding during a calendar year, file the KW-3
and W-2s for that portion of the year Kansas income
tax was withheld. See the example below.

== Important: If you close or sell the business or
'Ef discontinue withholding, your final reports are
due within thirty (30) days after the end of the month in
which the business closed or the last date wages were
paid. File the KW-3, W-2s, and 1099s/W-2Gs with
KDOR, along with notification of business closure or
change of ownership. See Closing Your Withholding
Account on page 18.

John, a monthly filer began a catering
business in Kansas in March, 2013. He
filed his monthly KW-5 deposit reports
using the Kansas WebTax application. His
KW-3 annual return is now due and he uses the following
steps to complete it electronically.

STEP1
STEP2

@rample '._?J'
vava”

Go to webtax.org to begin the filing process. Click
Use WebTax Now, enter your User ID and Password,
and click Sign In.

Click Business Accounts to the left of the page
and locate your withholding account. Click on
Manage Account and your account screen will
appear.

Click File your KW-3 Tax Information to KDOR. An
informational page will appear with messages
regarding important updates and/or tips for using
the system. Please take the time to read this
information before clicking Continue at the bottom
of the page.

SIEP3

Click Start a new Return.
e Complete the “Name and Address” section.

* In the “Filing Information” section, enter the Tax
Year for which you are filing and the return type.
For this example, enter 2013 and Original.

¢ Click Continue.

STEP4

Enter in the “KW5 Payments” section the payment
amounts for each period end date for 2013. For this
example, you begin with March. Click Continue.

SIEP

STEP 6
STEPT

Complete all fields in the “Payment Information”
section and click Continue.

Verify the information as entered and in the “Return
Verification and Agreement” section at the bottom
of the page, mark the “| Agree” box and enter your
name and title. Click Submit.

A confirmation page displays to print and keep with
your records. Proceed with filing W-2s by clicking
on file your W-2s by clicking here. (The following
section explains the W-2 process in detail.)

STEPS



WAGE AND TAX STATEMENT (W-2)

Furnishing W-2s to Employees. Employers must
give each employee three copies of the Wage and Tax
Statement, Form W-2, by January 31 of the following
year, even if no Kansas tax was withheld. Payers must
also provide each recipient for whom Kansas tax was
withheld with three copies of the appropriate Wage and
Tax Statement (W-2, W-2G, W-2P, etc.) by January 31 of
the following year.

If an employee/payee leaves during the year, you
may either furnish the appropriate W-2 with the last
payment, or wait until the end of the year. Keep any
W-2 forms returned by the postal service with your other
payroll records as proof of attempted delivery.

You may obtain paper W-2 forms (copies for federal,
state and employer/payer) from the IRS — an order blank
is in federal Pub. 15 (Circular E). W-2s are also available
from office supply retailers or may be printed using
payroll software. A sample completed W-2 is shown here.

Completing a W-2. Report Kansas wages

and withholding in the state information boxes

of the W-2 form. You must enter the complete
Kansas Withholding Tax Account Number,

) a Employee’s social security number For Official Use Only »
22222 void [ | 997-98-9798 | OMB No. 1545-0008
b Employer identification number 1 Wages, tips other compensation 2 Federal income tax withheld
12-3456789 34,700.00 3,384.00
¢ Employer's name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
. 34,700.00 4,302.80
David A Sampleperson ’ »
DBA Name 5 Medicare wages and tips 6 Medicare tax withheld
34,700.00 1,006.30
2128 CraneRd

036-XXXXXXXXXF-01, in the box for the

7 Social security tips

Wichita, KS 67216

8 Allocated tips

“Employer’s state I.D. number” on the W-2.

d Control number 9 Advance EIC payment

10 Dependent care benefits

e Employee’s first name and initial | Last name Suff.

John B.

11 Nonqualified plans

Employee Jr. |

12a See instructions for box 12

If you are completing a W-2 for an

13 Statuory  Retirement Thid-party | 105
employee lan sick pay

employee for whom you have withheld taxes
for more than one state, enter in the Kansas

433 N Oak 14 Other 12¢
Anytown KS 67771 |

boxes only the wages and withholding

applicable to Kansas.

f Employee’s address and ZIP code

15 state Employer's state ID number

K S. | 036-123456789F-01

16 State wages, tips, etc

34,700.00

17 State income tax | 18 Local wages, tips, etc

864.00,

19 Local income tax

20 Locality name

Be sure that the figures and information

are legible on all copies. If they are not, you

Wage and Tax
Statement

I
o W- 2013

Department of the Treasury — Internal Revenue Service

may need to reissue the W-2.

Reissuing a W-2. If an individual's W-2 form has
been lost, destroyed, or is illegible, you may reissue
the W-2. Complete another W-2 for that tax year and
clearly mark it “Reissued by Employer.” Do not send
copies of reissued W-2 forms to KDOR.

Correcting a W-2 (using Form W-2c). To correct
the information on a W-2, use federal Form W-2c,
Statement of Corrected Income and Tax Amounts.
Furnish three copies of the W-2c to the employee, and
submit