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Tax Tables:  Introduction  
 

The Tax Tables section allows you to enter the information CTAS will use to calculate the payroll 

withholdings.  CTAS uses the computer formulas recommended by state and federal governments.  

 

The information to complete the Tax Tables can be obtained from the Office of the State Auditor’s 

website at www.auditor.state.mn.us.  

 

Accessing the Tax Tables Section   
 

To access the Tax Tables section, select the Payroll tab (circled) and the Tax Tables icon (boxed).  

The Tax Tables screen will appear. 
 

 
 

You can Add, Edit, or Delete tax withholding information from the Tax Table tab screen.   

http://www.auditor.state.mn.us/
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Tax Tables:  Adding a New Tax Table 
 

There are three options to add a new Tax Table:  Import the Tax Table from the OSA website, 

Import the Tax Table from a file, or manually enter the Tax Table in the Add Tax Table tab. 

 

Import Tax Table from OSA Website (computer must be connected to the internet) 
 

To import the tax tables from the OSA website, enter or select the Tax Table year using the up/down 

arrows (boxed), then left click on the Import from OSA Website button. 

 

 
 

When the below message appears, click OK. 

 

 
 

The Tax Table for the year selected has now been imported. 
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Tax Tables:  Adding a New Tax Table (continued) 
 

Import Tax Table from a File 
 

To Import a Tax Table from a file, go to the OSA website:  

http://www.auditor.state.mn.us/default.aspx?page=ctas.  On the website, find the Tax Table year 

and save the file titled “CTAS XML” to the desktop or external drive.   

 

 
 

Once the folder is saved, select the Import from file button (circled) which will open a new window. 

Browse to the location of the taxtable_20XX.xml that was saved from the OSA website.  Once the 

file is found, highlight it (boxed), then click on the Open button (circled). 

 

 
 

The tax table has now been imported from the file. 
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Tax Tables:  Adding a New Tax Table (continued) 
 

Add Tax Table from the Add Tax Table Tab Screen  
 

To begin manually entering the Tax Tables, click on the Add Tax Table tab (circled). 

 

 
 

The information to complete the Tax Tables can be obtained from the Office of the State Auditor’s 

website at www.auditor.state.mn.us.  Once the tax table information has been printed, users will 

manually type in the data.   

 

It is important to verify that the tax tables have been entered correctly, as this affects how payroll 

is calculated. 

 

http://www.auditor.state.mn.us/
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Tax Tables:  Adding a New Tax Table (continued) 
 

Add Tax Table from the Add Tax Table Tab Screen (continued) 
 

After the Add Tax Table tab is selected, a new tax information screen will appear.  This screen 

allows you to enter the information for the new tax tables. 

 

 
 

When the new tax information screen appears, complete the following steps: 

 Enter the amounts for the Federal Single Withholding Rate. 

 Enter the amounts for the Federal Married Withholding Rate. 

 Enter the Federal Tax Rates. 

 Enter the amounts for the State Single Withholding Rate. 

 Enter the amounts for the State Married Withholding Rate. 

 Enter the State Tax Rates. 

 Enter the FICA Tax Rates.   

 Enter the Medicare Tax Rates. 

 When complete, click Save. 

 

A sample of the tax table information from the Office of the State Auditor is shown on the next page. 
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Tax Tables:  Adding a New Tax Table (continued) 
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Tax Tables:  Editing the Tax Tables 
 

To edit the Tax Tables, highlight the fiscal year that needs to be corrected on the Tax Tables tab 

screen and click the Edit button (circled). 

 

 
 

After the Edit option is selected, a tab for the selected year will open (circled).   

 

 
 

With the Tax Year tab open, you can edit any field.  The updated information on the Tax Tables 

will only affect future payrolls and payrolls that have not been posted.  Click the Save button when 

complete. 
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Tax Tables:  Deleting a Tax Table 
 

To delete the Tax Tables, highlight the fiscal year you want to delete on the Tax Tables tab screen 

and click the Delete button (circled). 

 

 
 

 

After the Delete option is selected, the Tax Table delete screen will appear.  Select the Yes button 

and the selected Tax Table will be deleted. 

 

 
 


