Add A New Employee Instance
Nonresident Alien Setup QRG (Very good GRG)

Nav>Workforce Administration>Job Information>Add Employment Instance 

THIS IS THE MOST UP TO DATE (as of 6/28/25). It doesn’t flow well but the pieces are there.

Nonresident Alien

Work Location tab: Put start date as Effective Date, add Reason, Company, Department and hit tab and the rest will autofill. If the Last Start Date has a different date, it will update after you refresh or hit OK at the end of the process. IF CHANGING A CURRENT EMPLOYEE, USE EARNINGS DISTRIBUTION CHANGE
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[bookmark: _Hlk76557112]

Job Information tab: Add Job Code, Supervisor ID, Temporary, Part-Time, Empl Class and the rest is auto-filled (double check though in case the position data is not correct).
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Nothing for Job Labor



Payroll tab: Add Absence System (Absence Management) and Pay Group, the rest will autofill. IF ALREADY IN ABSENCE MANAGEMENT for another Empl Record, LEAVE “Other” IN ABSENCE SYSTEM.
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Nothing for Salary Plan unless classified or part time nonpermanent



Compensation tab: Enter Rate Code, Comp Rate, and make sure Frequency is H for hourly. Other Empl types- follow the directions for adding that employee type and hit Calculate Compensation.
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CTC Job Data tab: HOURLY: Leave accrual date is the first of the month of the start date. Put in Job Emp Type. You can put in start and end date (they are not necessary) but I like them. Other Empl Types: follow the directions for adding that employee type.
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CTC Earnings Distribution tab: Enter the Earnings Code, Percent of Distribution, check Primary on all codes (if more than one); click on Edit Chart Field.

The Workgroup, Rule Program ID, Earnings Code/Time Reporter Code and Holiday Schedule are different for each type of nonresident alien type. See table and descriptions below:
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Student Hourly
Earn Code/Earnings Distribution/Time Reporting Code: STR – Studying and Training; Income Code (for 1042-S): Studying and Training
Workgroup: XXXNRASTR

Temporary Hourly (subject to FICA)
Earn Code/Earnings Distribution /Time Reporting Code: NRH – Non-Teaching/Training/Stu Hrly; Income Code (for 1042-S): Dependent Personal Services 
Workgroup: XXXNRANRH

Part-time Faculty (subject to FICA)
Earn Code/Earnings Distribution: NTS – Teaching; Income Code (for 1042-S): Teaching
Workgroup: XXXNRANPR

Full time Faculty (subject to FICA)
Earn Code/Earnings Distribution: TCH – Teaching; Income Code (for 1042-S): Teaching
Workgroup: XXXNRATCH 

Classified, Exempt, Part Time Nonpermanent (subject to FICA)
Earn Code/Earnings Distribution /Time Reporting Code: NTS – Non-Teaching/Training/Studying; Income Code (for 1042-S): Dependent Personal Services 
Workgroup: XXXNRANTS (Exempt) or XXXNRANTSP (Overtime-Eligible)
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Enter the combo code, hit enter for the chart field to complete and check to see if they are correct, Save.
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Click on Employment Data hyperlink
[image: ]

Click on Time Reporter Data hyperlink.


Change the effective date to the hire date, if needed, put in the Time Reporter Type, Punch Time Template, Work Group, Task Group and hit refresh. That will update the Employment Information screen (above). 
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Click on the Earnings Distribution Link. After saving, the Earnings code should change to match the Earnings Code.
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NOTE: AFTER SAVING, CHECK TO MAKE SURE THE TIME REPORTER CODE IS ACTIVE ON THE TIMESHEET AND CHANGE IF EE HAS ALREADY SUBMITTED HOURS. 

If the code does not show up, run Refresh Dynamic Groups Process – see Documentation.


Click on Benefit Program Participation hyperlink, add the Benefit Record Number, Benefit Program Participation Details, if applicable, Save.
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Assign ACA Status – Nav>Benefits>CTC Custom>Assign ACA Status 
Enter proper ACA Employment Status.
[image: ]


Update Employee Tax Data for Nonresident Alien – Nav>Payroll for North America>Employee Pay Data USA>Tax Information>Update Employee Tax Data
See Nonresident Alien Setup QRG for a complete explanation of Tax Data setup (VERY similar as below)

1. The Update Employee Tax Data search page displays.
2. Enter search criteria and select the Search button.
3. Add a row if later than new hire date, add Effective Date 
4. From the Federal Tax Data tab, select the Nonresident alien for the Special Withholding Tax Status field. *This is a required field.
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1. Expand the Tax Treat/Non-Resident Data section by selecting the arrow as shown below.
1. Select the appropriate Country. (see https://www.irs.gov/businesses/international-businesses/united-states-income-tax-treaties-a-to-z for IRS list of treaties. IF THE COUNTRY IS NOT LISTED, PUT $S (No Treaty); ADD TREATY ID OF QKNA () or QKNA2 (). IF AN ERROR CODE DISPLAYS, Choose NO TREATY CODE AGAIN.
1. Select the appropriate Treaty ID.
1. If the NRA is not subject to FWT withholding, select No for the Form W-9 Received option.
1. Select the appropriate NRA Withholding Rule. By default, Subject to Rule is displayed.
1. Select arrow to expand the Education and Government section.
1. Enter the appropriate Date of Entry. The College will need to determine the Date of Entry, as this usually reflects the time of when the NRA employee is on-boarded. The Treaty Expiration Date will default for treaties that have Expiration information in the delivered Tax Treaty set-up table. However, you must have entered the appropriate Date of Entry in the previous field, otherwise the system cannot determine the Expiration Date.
1. Select the appropriate option for the Form 8233 Received field. *This is a required field.
1. Whether or not Form 8233 was received, the earnings will be taxed as 1042, unless the Treaty Tax Rate for when the Form was not received is 0.9999.
NOTE: If Form 8233 is NOT received by the employee, then the Tax Rate Before Form Received noted in the Allowable Earnings Codes section will be used. If the Tax Rate Before Form Received is "0.9999", then the earnings will be taxed as W-2 and not 1042.

1. Enter the appropriate Form 8233 Effective Date and Form 8233 Expiration Date fields.
1. Select the appropriate option for the Form W-8 Received. *This is a required field.
1. If a W-8 form was received, enter the Form W-8 Effective Date and Form W-8 Expiration Date accordingly.
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16. Select the State Tax Data tab, located at the top of the page, to continue the process.
17. Every employee must have at least one State Information row for the State of Washington (WA). They may have more than one row if they reside in another state. If the employee does not have a WA row, then one must be added.
18. Steps 18 - 21 relate to the WA row: Uncheck the Resident checkbox if it is on.
19. If the employee has only one State Information row (resides and works in WA), then the UI Jurisdiction checkbox and the Exempt From SUT checkbox are on.
20. The LTC Status field is set to Subject, unless the employee has submitted an Exemption letter, in which case the status would be Exempt. For employees residing in another state, LTC Status will be Not Applicable.
21. In the State Withholding Elements section, in the Special Withholding Tax Status field drop-down menu, select None.
With None selected, the Tax Status field should be N - Not Applicable.
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22. Now, for the Non-resident alien that resides in another state, the Administrator will need to add a new row for a non-Washington state, if one does not already exist. The Special Withholding Tax Status would be Nonresident Alien and select the appropriate option for the Tax Status field. UI Jurisdiction would be On for the residing state and Off for the WA row.
23. Select the Save button.

The image below represents an example where the employee resides in another state and that second row is added. The first row for WA would be as it is above, minus the UI Jurisdiction checkbox.
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That’s it! 
image3.png
Work Location H Job Information H Job Labor H

Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution ‘

Empl ID
Empl Record 0

Employee

Payroll Information @

Effective Date

[a] [1or2 ][> ][]

06/16/2025
Effective Sequence 0 Action  Data Change
HR Status  Active Reason
Payroll Status  Active Job Indicator  Primary Job
Current
Payroll System Payroll for North America
[Absence system | Absence Management v

Payroll for North America ®

Pay Group 155 a| NRA Student: Semi Monthly
Employee Type [H Q| Hourly
Tax Location Code [WASTOO Q|
Washington Districts
GL Pay Type |
Combination Code

Absence Management System

Most
students

lay Schedule |NONE Q.| No holiday

will be
Exempt

Exempt v ‘

FICA Status
dit ChartFields
a|
Q]

Pay Group | 1505AM Q] ytent W NRA
Setting Eligibility Group |
Use Pay Group Eligibility Exchange Rate Ty |
Use Pay Group Rate Type
g
G Use Pay Group As Of Date Use Rate As OF |





image4.png
Work Location H Job Information H Job Labor H Payrol H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

—— Empl ID
Employee Empl Record 0
Compensation Details @ Q 10f1 v
Effective Date  10/16/2021 [ GoToRow |
Effective Sequence 0 Action  Hire
HR Status  Active Reason  Temporary Assignment
Payroll Status  Active Job Indicator  Primary Job a
Current
Compensstion Rate a [ Freauenr]  Ha
per 1449000057 "R Houny
» Comparative Information @
» Pay Rates @
Defauit Pay Components.
Pay Components @
1101 v
Amounts || Controls || Changes || Conversion ‘u»
1 ‘NAHRLY 14490000 7 |USD Q Q +‘ _‘

Calculate Compensation




image5.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Empl ID
Employee Empl Record 0
Job Information @ Q| 10f1 v
Effective Date 101612021 ‘ [GoToRow |
Effective Sequence 0 Action  Hire
HR Status  Active Reason  Temporary Assignment
Payroll Status  Active Job Indicator ~ Primary Job a
Current
Leave Accrual Date | 10/16/2021 Leave Maximum Month
Job Term Job Emp Type || Temporary v
Probation End Date Trial Service Date
Contract Units DRS Calendar
Contract Begin Dm] 10/16/2021 Contract End Date I 06/1712022





image6.png
WorkgroupID _|Deseription Reporter Type Rule Program ID_ |TRCProgram ID__|TRC Description [Holiday Schedule _|Approval
Route to Approval for
XUNRASTR Y00 NRA Studying/ Training | Positive 00 NRASTR X0k ste Studying and Training NONE et
Nom
] ! Route to Approval for
YOOXNRANRH |00 NRA Hourly Positive [00- NRANRH YOONH NRH. | Teaching/Training/Studying | NONE s B
upenisor
ity
XOOXNRATCH [X00X NRA Teaching. Exception N/A OXXTC ITCH | Teaching INONE |Auto Approve
P Non- WACTC /Company
XOONRANTS 00 Non-Teaching/Training _[Exception 00 A TS oot s lauto Approve
WiTeke e A Teaching/Treining/Studying _|Holiday Schedue Ao
o . Non Route to Approval for
XoONRANTSP 00 Non-Teaching/Training _posicve 0 NRA_NTSP oot s none
/iinkie A S Teaching/Training/Studying supervisor
YXXNRANRP | XXX NRA Adjunct Exception IN/A XOXXNP INRP [NRA P/T Faculty Contract - TCH [NONE |Auto Approve





image7.png
US Resident Pay Groups

CXX - Classified: Semi-
Monthly

EXX — Exempt: Semi-
Monthly

FXX — FT Faculty: Semi-
Monthly

HXX — Hourly: Semi-Monthly

PXX — PT Faculty: Semi-
Monthly

SXX — Student: Semi-
Monthly

NRA Pay Groups — Eff.
611612025

XXC — NRA Classified: Semi-
Monthly

XXE — NRA Exempt: Semi-
Monthly

XXF — NRAFT Faculty: Semi-
Monthly

XXH — NRA Hourly: Semi-
Monthly

XXP — NRAPT Faculty: Semi-
Monthly

XXS — NRA Student: Semi-
Monthly

*XX = First two digits of Company Code

NRA CTC Earnings Distribution — Eff.
6/16/2025

NTS — NRA Non-Teach/Train/Stu DPS

NTS — NRA Non-Teach/Train/Stu DPS

TCH — NRA FTF Teaching

NRH — NRA Non-Teach/Train/Stu Hrly D

NRP — NRA P/T Faculty Contract - TCH

STR - NRA Studying and Training




image8.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution ‘

Empl 1D
Employee EmplRecord 0
Job Information (@ [a] [ro2 v |[» ][ ¥]
Eeciveoate o50025
Effective Sequence 0 Action  Eamings Distribution Change
HR Status  Active Reason
Payroll Status  Active Job Indicator  Primary Job
current
Earnings Distribution
Y
“Eamings Code |Description (Combination Code
1 [NRH Q| Non-Teaching/Training/Stu Hriy 000235935 Edi CharFieids [ 100, oan\ + ‘ - ‘

Job Data Employment Datal Earnings Distribution Benefits Program Participation





image9.png
Earnings Account Mapping

Employee ID
Combination Code
ChartField Detail
Operating Unit Account
7150 Q | (5000130
Ok Cancel

poo20s552 Q Search Options
® Combination Codes
Search
Fund Code Appropriation Index  Class Field Department
Q| |52 Q Q| |264 Q| [1Poos




image10.png
Employee
Organizational Instance @

Organizational Instance Red
Last Start Date
Termination Date

Org Instance Service Date

Organizational Assignment Data @

Instance Record
Last Assignment Start Date
Assignment End Date
HomelHost Classification
Company Seniority Date
Benefits Service Date
Seniority Pay Calc Date
Probation Date

Professional Experience Date

Business Title

Empl ID
Empl Record 0

0 Original Start Date  10/16/2021 L1 override
1011612021 First Start Date  10/16/2021
Years  Months Days
. P
1011612021 [ Overrice 0 5 3
1011612021 First Assignment Start 10/16/2021
Home Years  Months Days
. P
10162021 0 Override T 5 3
1011612021 ) Override N 5 3
O Override w
1011612021 0 5 3
Last Verification Date
ONCAMPUS STUDENT Position Phone




image11.png
Time and Labor Data x

Help
1 Empl ID EmplRecord 0

Time Reporter Data \E\ | 1012 v ‘;\ ‘I\ | ViewAl

[+][=]

“Effective Date| (0211622025 [i]| “status

“Time Reporter Type| Punch Time Reporter

Payroll

Elapsed Time Template] | al Choose Punch  Send Time to Payroll
L appropriate Time for
Erey Template Hourly
Punch Time Template] |CTC_PUNCH Q. Elapsed
Lo e EIREE = cTC Punch Time Rpig Tmi{Time for al

Commitment Accounting
Time Period ID | al other

For Taskgroup
For Department

“Workgroup| | 150NRANRH Q|

“Taskgroup|| CTCTSKGRP! Q. |

roup Non Commit Acct

Task Profile D | al Choose Workgroup as follows:
oD Group | al Student Work-study: 150NRASTR
Restriction Profile ID | Q] Student Non-Work-study: 150NRANRH
Rule Element 1 | al Temporary Hourly: 150NRANRAH
Rule Element 2 | al PT Faculty: 150NRANPR
Rule Element3 | al FT Faculy: 15ONRATCH
—  al Classified, Exempt, PT Nonpermanent
Rule Element 4 ‘7“‘ 150NRANTS (Exempt from Overtime)
Rueements [ Q] 150NRANTSP (Overtime-Eligible)
Time Zone [PST al

Pacific Time (US)





image12.png
Employee

Earnings Distribution Type ©®

Effective Date 51612025

Effective Sequence 0
HR Status  Active
Payroll Status  Active
Compensation Rate 17.020000% shgg‘ds be
Standard Hours  19.00 Nore
“Eamings Distribution Type ‘ None v

Job Earnings Distribution &

Position Number
Department

Regular Shift

Eamings Code

Not Applicable | will update after

“Eamings Code

STR

Compensation Rate

Percent of Distribution

saving

NRA Studving and Training
=

Empl ID
Empl Record 0

Action
Reason
Job Indicator

Work Period

Compensation Frequency

Business Unit

Job Code

General Ledger Pay Type

Standard Hours

[a]1 [1ot2 v|[> ][]

Data Change

Primary Job
Current u]

Weekly

Hourly

[a]i Tof1 v





image13.png
Employee

Benefit Status @

Benefit Record Number I

Effective Date

10/16/2021

Effective Sequence 0

HR Status  Active
Payroll Status  Active

“Benefits System | Base Benefits

Annual Benefits Base Rate

Benefits Administration Eligibility @

BAS Group ID
Elig Fld 1
Elig Fld 4

EligFld 7

Benefit Program Participation Details @

“Effective Date | 10/16/2021

“Benefit Program | SBO

Job Data Employment Data

Return to Search H Notify H Refresh

Empl ID
Empl Record 0

1 101 v
Go To Row
Action  Hire
Reason Temporary Assignment
Job Indicator ~ Primary Job
Current u}
Benefits Employee Status 5o
usD
Elig Fid 2 Elig Fid 3
Elig Fid 5 Elig Fid 6
Elig Fid 8 Elig Fid 9
Q 10f1 v I ViewAl
Currency Code  USD + -
403b/45T refiretax dfer cont
Earmings Distribution Benefits Program Participation
Update/Display ‘ ‘ Include History Corre




image14.png
ACA Status
- - Employee i} Benefit Record Number 150

ACA Status Find | ViewAll  First (4 10f1 (o) Last

“Effective Date: 10162021 ) =
\CA Employment Status{[Less than 130 avg rsimth v

5 s





image15.png
Federal Tax Data H State Tax Data H Local Tax Data

Tax Data @D

Company 150

03/16/2025

Updated By  Emp ST Svc

“Effective Date|

Federal Form Version @

*Form Version

Federal Withholding Elements @

Wenatchee Valley College

Dependent Amount

Other Income
Deductions.

Extra Withholding

» Federal Unemployment Tax @

» W-4 Processing Status @

» Lock-In Letter Details @D

» State Tax Options @

>

rax Treaty/Non-Resident Data

Person ID

[a]t

Add a row if
Effective
Date is later

than New
Hire date

Date Last Updated  03/22/2025

W-4 - 2020 or Later

Select
Nonresident
alien

Nonresident alien
The Tax
Status will
defautt to
Single 0 be
sure to
change back

Head of Housenold

0 Multiple Jobs or Spouse Works
5200000

to whatever

was there

These

amounts will

defaut to

$0.00 50 be
sure to
change

prior to
selecting
Nonresident
alien

back to
what they
were prior to
selecting
Nonresident
alien

Select the.
arrow to
expand Tax
Treaty AND

select arrow

for Education
and

Government





image16.png
E‘l’ax Treaty/Non-Resident Data (@

Country |[PRT al Treaty D || TIAS Y

If not subject
to Federal
Withholding,
select No

Form W-9 Effective Date

*Form W-9 Received

Taxpayer ID Number | | Subject to Rule -

NRA Withholding Rule

Usually Hire
Ekducalion and Government Date If Forms W-9,
8233 or W-8

Date of Entry| 0772972024 Treaty Expiration Date ] 07/2012026 [ r:g;cgé

leave blank

No -
o 5200 ecarved] | | Form 8233 Effective Date
Form 8233 Expiration Date| | ~Form W-g Received | N
Form W-8 Effective Date | Form W-8 Expiration Date |

Allowable Earnings Codes

‘aﬂ;Hq‘ 1606 v | Niews
. . Tax Rate Tax Rate

Income Code (for 1042-) Eligible Earnings PerYear  peo oo X Rate R o

Royatties 9999999.99 0.1000000000 0.3000000000

Scholarship/Feliowship Grants 999999999 0.1400000000

Independent Personal Services 999999999 0.3000000000

Dependent Personal Services 999999999 0.9999000000

Teaching 999999999 0.9989000000

Studying and Training 5000.00 09999000000




image17.png
Federal Tax Data H State Tax Data H Local Tax Data

Person ID

Tax Data @ [a]i

Company 150 Wenatchee Valiey College [The employee|
must have a
WA state row.

If they reside @ ! e & 0
in another Fresiding in
state, add another state,

another row. uncheck Ul

State Information

Jurisdiction
for WA.

OResident Ul Jurisdiction
Non-Residency Statement Filed Exempt From SUT]

*FLI Status | Not Applicable ~
s

“LTC status | Subject -
State Withholding Elements @
“Special Withholding Tax Status || None
“Tax Status. ‘N Q ‘ Not applicable =]

Withholding Allowances
Additional Amount

Additional Percentage




image18.png
Federal Tax Data H State Tax Data H Local Tax Data

Tax Data @D

Company

State Information

“state [OR Q| Oregon

OResident

150 Wenatchee Valley College

Non-Residency Statement Filed
Do Not Withhold Transit Tax

State Withholding Elements @

person 1D
[a]
Erctve Date 12025 +] -]
[a]i Tof1 v | Viewal
(+][-]

Ul Jurisdiction
Exempt From SUT

*Special Withholding Tax Status

‘ Nonresident alien (Fed Rules)

“Tax status| 5 Q[singe
Withholding Allowances | of
Additional Amount | 50.00]
Additional Percentage | 0.000]
Additional Allowances | of

» Other Programs - Status

-‘ Retumn to Search H Notify H Refresh ‘

Update/Display Include History Correct History




image1.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Empl ID
Employee Empl Record 0
Work Location Details @ Q | 101 v
“Effective Date I 10116/2021 | Go To Row
Effective Sequence 0 *Action ‘ Hire .
HR Status  Active Reason | Temporary Assignment -
Payroll Status  Active “Job Indicator | Primary Job -
Current u]
Position Number Qa
Override Position Data
Position Entry Date
Position Management Record
“Regulatory Region |USA Q United States
Company | 150 Wenatchee Valley College
“Bush it HR150
Business Unit a Wenatchee Valley College
“Department | 99370 Q
CAMPUS LIFE
Department Entry Date | 10/16/2021
“Location | MAINL
on Q Wenatchee Valley Main Campus
Establishment ID | 150
ishme a Wenatchee Valley College Date Created (/142022

Last Start Date 10/16/2021

]




image2.png
Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution ‘

E = EmpIID _.
Employee Empl Record 0

Job Information Details @ @ |

Effective Date (/1612025

Effective Sequence 0 Action  Eamings Distribution Change
HR Status  Active Reason
Payroll Status  Active Job Indicator ~ Primary Job
current
“Job Code |[076416 aj
‘Game Management

Entry Date | 12/16/2024
] E—

supervisor D[ 101064093 Q] s Kortz
o —
“Regular/Temporary || Temporary v “FulliPart | Part-Time -

emprcsss|[Suen ) p—
B — N —
S ——

Standard Hours @

Standard Hours 19.00 Work Period

Q‘Weekly
B

J
FTE 0475000 As of Date 021612025





