
Time Entry for Exempt Employees 
(Full Time Faculty, Administrators and Staff)

Local Tax Withholding Effective 1/1/2022 

This is to inform you of a change to your Ohio local tax withholdings effective 1/1/2022. 

Columbus State Community College is legally required to withhold local taxes based on where 

associates work.  In March, 2020, in response to the pandemic, Ohio issued a Temporary Order 

requiring employers to continue to withhold local taxes based on associates’ office location. 

The order expired this year and companies now are expected to change local Ohio tax 

withholdings to reflect associates’ current workplaces. 

Therefore, beginning January 1, 2022, you will be required to record the hours you work from 

your home office on your time entry form in CougarWeb.   

The hours are recorded based upon where you spent “the majority” of your day. 

Here is an example of how this will work: 

An associate works 2 days from their home office in Dublin and 3 days on the Columbus campus 

• The associate will see 16 hours of their local tax withholdings be withheld at

Dublin local tax rate

• The other 24 hours of their local tax withholdings will be withheld at

Columbus local tax rates

The impact of this change will vary per associate and their resident locations. Some will see a 

decrease in withholdings, some will see an increase, and others will experience no change. 

There is no impact to state or federal tax withholdings. 

If you are approved to work 100% of your work remotely, please complete the Remote Tax 

form available:  https://www.cscc.edu/employee/hr/payroll/tax-withholding.shtml 

Complete the form, have it approved by your supervisor and submit to payrolloperations@cscc.edu. 

Your time entry form can then be set up with the remote location as your default so that you won’t 

need to access the timecard unless you are reporting to campus. This form will not be retroactive. 

What follows are instructions on how to enter remote work time. 
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How To Record Time in CougarWeb 

 

On the Log In page in CougarWeb enter your username and password and click the Submit 

button 

 

 

From the Employees Menu page click on the Time entry link  
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On the Time entry page select the timecard for the pay period you wish to add remote time 

and click the Submit button 

The time card will be prefilled with  8 hours showing in  the Hours Worked column  for every 

work day during a pay period. Delete the 8 hours showing  in the Hours Worked column and 

enter your remote work hours  in the Other Time Hours column  and in the Other Time Types 

column select Remote Work Full Time (SERS) or (STRS) 
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If you are using vacation or sick time, move the 8 hours from the Hours Worked to the Other 

Time Hours and select Remote Work in the Other Time Types so that your earnings will be 

taxed for the remote jurisdiction. Then submit your eLeave request as usual. 

If your day is split between remote work and work at the office, you will report 

the hours to the jurisdiction where you worked for the majority of your day. 

Once your timecard is completed for the pay period ending click the Submit button and 

review your hours . Do not click the complete box for exempt time entry only. 

The Confirmation page will recap your hours by work type.  Review each group for accuracy 

and if all is correct click the OK button.   

You will see a text that says you have not marked the time entry complete. Simply click OK, 

no further action is needed for exempt employee time entry. 

DO NOT 

CHECK 

BOX 
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