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Extra Duty Pay for State Employees 

The State of Utah went through an audit by the IRS to determine if state employ-
ees were also compensated as vendors.  The IRS auditors were very thorough in 
their audit.  It was determined that unless a state employee’s non-primary em-
ployment work is done as a contracted,  registered business, any extra duty pay 
to a state employee should be included on their W-2. Extra duty pay to an indi-
vidual should be paid through payroll and not paid through FINET payment docu-
ments. For actual handling of the instance see policy FIACCT 11-18.00 Dual Em-
ployment.  
 
In the review process of setting up or approving  a vendor, if it is an individual, 
the following questions should be asked: 

1.Is the individual an employee of the State of Utah?  If so, then the pay 
should be paid through payroll with the steps in the policy. 

2.Does the individual have a company name or does work for other entities 
other than the State of Utah? If so, then the individual should provide a 
W-9 with the company name and tax id number. (Refer to the policy on 
definition of an independent contractor) 

 
If we do our due diligence in this manner,  if and when another audit comes 
through, we can show that this is how we handle extra duty pay.  And the state 
should be able to avoid any penalties or additional tax, which will be passed onto 
the agency if assessed. 
 
Regarding board members, the Division of Finance requires that board member 
per diem payments go through payroll, in compliance with Admin Rules and Fi-
nance Policy (FIACCT 05.07.00). 
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To leave the screen, select Cancel or click on the payroll tab.  

View, Create or Modify Federal W-4 Withholdings using ESS 

Login to ESS and select W-4 Tax Withholding under Personal Information: 

To view your current Federal or State withholding status, highlight the row and 

the information will appear. This is your current withholding information. 

State of Utah employees can now view and change their W-4 information in 
ESS. This includes updating filing status, additional income, and  dependents. 
 
Step-by-step instructions are below. Please call the payroll help desk 
(801.957.7770) with any questions. 

By Lyle Ahlstrom, Senior Business Analyst 

Time to Check Your W-4 settings! 
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To change your withholdings status and update other W-4 information, se-

lect the Add button and then choose Create form for Federal. 

 

Note: In is critical that you 

refer to the IRS Form W-4 

and Instructions (IRS In-

structions) when creating 

or modifying a Federal W-4 

If you have dependents, enter the dollar amount in the Total Credits for De-

pendents text box. The amount must be 500 dollars or greater. Please review 

Step 3 in the IRS Instructions when entering this information.  

Continue to enter (if applicable), Other Income, Additional Deductions, and 

Additional Amount Withheld from each paycheck. Please review Step 4 in the 

IRS Instructions when entering this information. The fields are all optional. 

Next, select the filing status.  

Once the information is entered, check the Declaration box and then save: 

Notes: 

1. Employees can select to have a higher amount of taxes withheld by 

selecting Use Higher Withholding Rate Schedule: 
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The State of Utah only allows for the employee to create an additional 

amount to be withheld from their paycheck and to use the higher tax with-

holding. Enter the additional amount you want withheld from your check in 

the text box.  

If you want to have a higher withholding rate, please select the box declaring 

a higher withholding rate: 

Select the Declaration box and then Save to save your entries: 

View, Create or Modify State W-4 Withholdings using ESS 

To make changes to your UTAH information, select Add and then choose 

Create form for Utah: 

2. Employees can claim Exempt, if they qualify,  by selecting Exempt from 

the drop down box: 
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By Jennifer Buckley,  Senior Business Analyst 

We are excited to announce that the New Expenditure Dashboard will be 
ready for your use on December 1st.  This is an exciting and easy way to view 
expenditure details.  Customize your own filters for your Department, Division, 
Unit and more. Stay tuned and watch for exciting news in December. 

 

If you are not already a member of the finance datawarehouse email list, se-

lect the URL below to be added so you will be the first to hear about new 

dashboards. 

If you know anyone who would like to join the group, please give them this 

URL:  https://sites.google.com/a/utah.gov/join-finance-datawarehouse/   

New Online Dashboard! 

https://sites.google.com/a/utah.gov/join-finance-datawarehouse/

