. How to Use Your October 312016 Monthly Pay Stub to Calculate Your Pay

. How to Use Your Monthly Pay Stub to Calculate Your Partial Monthly Pay for November 30t 2016
How to Calculate Your Pay for December 2" & 162016

. How to Calculate Your 3™ - Pay on December 30t 2016

How to Use Your October 31°* 2016 Monthly Pay Stub to Calculate Your Pay

1. Pull up your last monthly - by logging into my.unm.edu. my.unm.edu > Staff Tab > MyPay Tile > Pay Stub.
This Job Aid is only intended to provide you with guidance, it is NOT a guarantee of pay.

Sample Monthly pay stub:

2. Pull up the pay calculator. Go to my.unm.edu > Staff Tab > MyPay Tile > Payroll Calculator > Log in using your

NetID and password. Hover over the @ icon, for tips on using the calculator.

University of New Mexico
Payroll Department
MSCO1 1300

I
" 1 University of New Mexico SAMPLE PAY STUB - OCTOBER
- Albuquerque, NM 87131
Employee UNMID Pay# |Seq# Pay Period Date Doc = Net Amount
! 3
Lobo Loute 1L 212744
Leave Type Balance
Annual Leave 23433
Sick Minor 255.04
Document Type Bank Name J Account Type J Amount
Direct Deposit [Checking [ 2,127.44
. . Current YTD
Earnings Hours YTD Hours Ao Aeioumt
Regular Base Pay 173.33 173.33 3,776.67 3,776.67
Total Cash Earnings 3,776.67 3,776.67
Taxes/Deductions Employee Employee Employer Employer
/Benefits Current YTD Current YTD

Pre-Tax Deductions
BlueCross BlueShield NM Health Pre-tax 4. 24750 247.50 577.50 577.50
Delta Dental of New Mexico Premier Pre-tax 5. 2340 23.40 54.60 54.60
New Mexico Education Retirement Association 8. 404.10 404.10 524.96 524.96
FSA - Dependent Care (Stanley, Hunt, Dupree, and Rhine) 3. 150.00 150.00 .00 .00
Parkimg Deduction Pre-Tax 7. 3334 3334 .00 00
Tax Sheltered 403(b) Plan 2.25.00 25.00 .00 00
Vision Service Plan Pre-tax 6. 632 6.32 .00 00
Taxes
FICA Medicare Withholding 12.4857 48.57 48.57 48.57
Federal Tax Withholding 9, 366.00 366.00 .00 00
[New Mexico State Withholding 10. 100.00 109.00 .00 00
Social Security Withholding 11.207.67 207.67 207.67 207.67
Other Benefits/Deductions
Long Term Care-Employer .00 .00 7.66 7.66
Unemployment .00 .00 5.67 567
Voluatary Employes Benef Assoc 13.2833 2833 28.33 28.33
Workers Compensation N-Haz .00 .00 2.27 2.27
Total 1.649.23 1649.23 14572 1.457.23



http://my.unm.edu/home

3. Plugin the fields using your pay stub from your Monthly September or October Paystub

Disclaimer:

The calculator is only meant to provide general guidance and estimates for your typical payroll only. The calculator does not provide calculations for one-time payments, adjustments, or non-standard pay that
require withholding rates different from your Form W-4. The calculator does NOT factor in any actual year-to-date amounts from your previous paystubs. Employees cannot rely upon the calculator to calculate
exact taxes, exact net payroll, or other exact amounts. The calculator is not intended to provide tax or legal advice and the Payroll Department will not answer these types of questions. You should consult with a

professional advisor of accountant concerning your specific concems.

Gross PaWjor Pay Period Taxable Fringe/Non-Cash Earnings
@ $3777 1. @ so
Pay Period
@ Monthly - Periods Per Year: 12

@ Estimated Gross Annual Pay: $45,324

Filing Status, Adjustments & Withholdings

Filing Status

Number of Federal Allowances

@ single or Married, but withhold at higher Single rate - [> R4

Additional Withholding - Federal

$0 $0

Additional Withholding - State

Are you FICA Exempt? Are you eligible to contribute to a UNM Retirement Plan? @
O Yes ® No 12. @® Yes O No 8.

Please visit hitps://hr.unm.edu/benefits/calculator in order to retrieve your medical, dental and vision benefit deductions.

Are your medical deductions Pre-tax? @
@® Yes

O No

403(b)/457(b) Tax Deferred Annuities Parking

@525 2. $33 2.

Flexible Spending Acct-Child Flexible Spending Acct-Health
$150 3. $0

Medical Dental
$248 4. $23 5.

Vision
$6 6.

Do you contribute to VEBA? @

@® Yes O No 13.

Add Another Deduction €3

4. Notice that your “Estimated Pay Check” in the calculator is close to your/“Net Amount”Ion your Monthly Pay

stub. (Read DISCLAIMER above)

Estimated Pay Check

Pre-Tax Deductions: {2,3,4,5,6,7} $485
FICA Medicare Withholding: @ 12.  $48
NM State Withholding: € 10. $109

Post Tax Deductions: $0

Estimated NET Take-Home Pay: $2,130

Retirement: 8. $404
Federal Tax Withholding: @ 9. $366
Social Security Withholding: @ 11. $206
VEBA: 13. $28




How to Use Your Monthly Pay Stub to Calculate Your Partial Monthly Pay for November 30t 2016
1. PayStub

Pull up your last monthly pay stub for September or October as instructed - On this partial check, you will be
getting paid for November 1%t — 11™. Therefore, you will be getting paid for 9 working days out of 22 possible working
days in November. (9/22=40.9%)

Multiply your monthly salary by 40.9% to estimate your Partial Gross Monthly Pay for November. The monthly salary is
located on the top right hand corner of your pay stub under Gross.

$3,777 x 40.9% = $1,545 (partial month pay for 9 working days in November)

Net Amount

2284651

234132

2.  Pull up the Payroll Calculator

Take your new calculated partial gross monthly salary. Plug in your new calculated partial gross monthly salary, from
above. Click monthly for the pay period in the Payroll Calculator. (Please note that the “Estimated Gross Annual Pay” is
NOT accurate for this step, identified by the red circle in screenshot below.)

Disclaimer:

The calculator is only meant to provide general guidance and estimates for your typical payroll only. The calculator does not provide calculations for one-time payments, adjustments, or
non-standard pay that require withholding rates different from your Form W-4. The calculator does NOT factor in any actual year-to-date amounts from your previous paystubs. Employees
cannot rely upon the calculator to calculate exact taxes, exact net payroll, or other exact amounts. The calculator is not intended to provide tax or legal advice and the Payroll Department
will not answer these types of questions. You should consult with a professional advisor or accountant conceming your specific concems.

Gross Pay for Pay Period Taxable Fringe/Mon-Cash Earnings

© $1545 ©so

Pay Period

@ Monthly - Periods Per Year- 12

@ Estimated Gross Annual Pa




3. Filing Status, Adjustments & Withholdings

Click on the drop down for filing status and select your status to match your W4. You can find this information at
my.unm.edu > Staff Tab > MyPay Tile > W4 Form

Next enter your federal allowances. Enter in any additional federal or state withholdings if applicable.

Filing Status, Adjustments & Withholdings

Filing Status Number of Federal Allowances

@ Single or Mamied, but withhold aikigfier Single rate - 90
Additional Withbeldthg - Federal Additional holding - State

$0 $0

Are you FICA Exempt? Are you eligible to contribute to a UNM Retirement Plan? @
QO Yes @® No @ Yes O No

Please visit hitps://hr.unm.edu/benefits/calculator in order to retrieve your medical, dental and vision benefit deductions.

Are your medical deductions Pre-tax? @

@ Yes QO No

Please note: Consider this is the pay period to change any W4 extra federal and state withholdings in LoboWeb as this is
a PARTIAL PAYCHECK. (the payroll Calculator WILL NOT change the actual W4 amounts) Additionally any changes you
make to your W4 withholdings will also be in effect for all your upcoming _ If you wish to change
your extra withholding, you will need to do so between 11/1-11/18/2016.

4., Pre-Tax Deductions & Post-Tax Deductions

Enter in Pre-Tax Deductions such as 403b, 457b contributions and Medical, Dental and Vision deductions.

The full Medical, Dental and Vision deductions are taken on this partial November check. Please contact HR
Benefits for questions (505) 277-6947.

A0 DMAST (L) Tax Deferred Annuities Parking

@ 525 S 33
Flexible Spending Acct-Child Flexible Spending Acct-Health
% 150 S0
Medical Derntal
S 248 S 23
Vision
L

Do you contribute to VEBAT?T &)

@) Yes ) Mo

Add Another Deduction [+ ]

5. Enter any Post-Tax Deductions

This gives you an estimate of what your partial monthly check will be on November 30, 2016.

Estimated Pay Check

Estimated NET Take-Home Pay: S751

Pre-Tax Deductions: $485 Retirement: s122
FICA Medicare Withholding: @& 516 Federal Tax Withholding: & 575
MNM State Withholding: & $17 Social Security Withholding: & $67

Post Tax Deductions: S0 VEBA S$12




How to Calculate Your Biweekly Pay for December 2™ & 16% 2016

1. Calculate your annual salary by using your gross pay X 12 months and then divide by 26. This is located on the
top right hand corner of your pay stub under Gross.

/i calculator L= % |
4l caleulator L= | 28 - ‘. diey a‘ o
View Edit Help View Edit Help
Net Amount ‘ - - =5 |
3776.67 * 12
223481
415320.04 1743.078461538462
234132 0 1 I 0 1

2. Gross Pay - Pull up the pay calculator

Plug in your calculated gross pay from step 1. Click - for the pay period. Your estimated Gross Annual Pay will
automatically calculate.

Gross Pay for Pay Period Taxable Fringe/Non-Cash Eamings
© $1743 @30
Pay Period
© Biweekly v Periods Per Year: 26

@© Estimated Gross Annual Pay: $45,318

3. Filing Status, Adjustments & Withholdings

Click on the drop down for filing status and select your status to match your W4. You can find this information
my.unm.edu > staff tab > LoboWeb > Tax Forms > W4 Form

Next enter your federal allowances. Enter in any additional federal or state withholdings. (Make sure to update your W4
for any extra withholdings in LoboWeb)

Filing Status, Adjustments & Withholdings

Filing Status Number of Federal Allowances

e Single or Married, but withhold at higher Single rate - e 0

Additional Withholding - Federal Additional Withholding - State
$0 $0
Are you FICA Exempt? Are you eligible to contribute to a UNM Retirement Plan? 9

O Yes @® No @® Yes O No

Please visit hitps://hr unm.edu/benefits/calculator in order to retrieve your medical, dental and vision benefit deductions.

Are your medical deductions Pre-tax? @

@® Yes O No




4, Pre-Tax Deductions & Post-Tax Deductions

Enter in 403b, 457b contributions. (Make sure to update retirement manager for these)
Medical, Dental and Vision deductions can be calculated by taking your current premium and dividing by two.

Update any Post-Tax Deductions

403(b)/457(b) Tax Deferred Annuities Parking

9513 §17
Flexible Spending Acct-Child Flexible Spending Acct-Health
$75 S0
Medical Dental
$124 $12
Vision
53

Do you contribute to VEBA? @

@® Yes O No

Add Another Deduction )

5. This gives you an estimate of what your - check will be on _

Estimated NET Take-Home Pay:

Pre-Tax Deductions: $244 Retirement: $187
FICA Medicare Withholding: & $22 Federal Tax Withholding: @ 5130
NM State Withholding: & $32 Social Security Withholding: @ $94

Post Tax Deductions: S0 VEBA: $13




How to Calculate Your 3™ - Pay on _
1. Gross Pay for Biweekly

Plug in your calculated gross pay. Click - for the pay period. Your estimated Gross Annual Pay will automatically
calculate.

Gross Pay for Pay Period Taxable Fringe/Non-Cash Eamings

Q51743 @so
Pay Period
© Biweekly v Periods Per Year: 26

@ Estimated Gross Annual Pay: $45,318

2. Filing Status, Adjustments & Withholdings

Filing Status, Adjustments & Withholdings

Filing Status Number of Federal Allowances

@ single or Married, but withhold at higher Single rate - [

Additional Withholding - Federal Additional Withholding - State
$0 50
Are you FICA Exempt? Are you eligible to contribute to a UNM Retil it Plan? @

O Yes @® No @ Yes O No

Please visit hitps://hr.unm.edu/benefits/calculator in order fo retrieve your medical, dental and vision benefit deductions.

Are your medical deductions Pre-tax? @

@ Yes O No

3. Pre-Tax Deductions & Post-Tax Deductions. (NO elected deductions will be taken on 3" paycheck of the month)

403(b)/457(b) Tax Deferred Annuities Parking

@so $0

Flexible Spending Acct-Child Flexible Spending Acct-Health
$0 $0

Medical Dental
$0 $0

Vision
$0

Do you contribute to VEBA? @

@ Yes O No

Add Another Deduction )

4. This gives you an estimate of what your biweekly check will be on December 30, 2016.

Estimated Pay Check

Pre-Tax Deductions: 30 Retirement: $187
FICA Medicare Withholding: ) $25 Federal Tax Withholding: & $167
NM State Withholding: @ $44  Social Security Withholding: @ $108

Post Tax Deductions: $0 VEBA: $13






