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Out-of-State/Out-of-Country 
Step-by-Step Guide

Employees outside of California: 
Submit an Out of State Income Tax Withholding Form

Non-Resident Alien Employees: 
Complete the Foreign Source Income Statement (if applicable)

Submit an Out of State Income Tax Withholding Form (and attach the Foreign Source 
Income Statement if applicable)

Submit updates to their GLACIER account if temporarily working out of the country
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Out of State
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Out of State
Overview

• The Out of State Income Tax Withholding form assists Payroll Services in 
determining the tax withholding for an individual who works and lives in a 
state other than California. 

• Employees are categorized as one of the following:
– California tax residents - subject to tax withholding on their world 

wide income regardless of where the work is performed.
– California non-residents who work in California - subject to tax 

withholding on their portion of income that is earned in the state of 
California.

– Non-residents working and living outside California - not subject 
to California tax withholding. They may be subject to state income tax 
withholding in the state in which they are working.
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Instructions:
How to complete an Out Of State 

Income Tax Withholding Form



QUESTIONS? 855.982.7284 UCPATH.UNIVERSITYOFCALIFORNIA.EDU UCPATH CENTER 5

Step 1:

• Log into UCPath online and 
navigate to the Forms Library. 
Click Access Forms, then select 
Out-of-State Income Tax 
Withholding.

‒ Information from UCPath 
will automatically populate 
to the appropriate fields.

• Complete all sections of the 
eForm.

Out-of-State Income 
Tax Withholding Form 

Navigate to UCPath > Forms Library > Access Form > Payroll > Out of State Tax Income 
Withholding

https://ucpath.universityofcalifornia.edu/out-state-tax-withholding-form
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Step 2:

• Validate his/her 
information.

• Input an updated address* 
if applicable**.

• For the Type of Request, 
select Request New.

*A separate update via UCPath online will be required if 
employee wishes to change his/her home address on file.

**For out of country employees, select “FC - Foreign Country”.

Employee working outside of 
CA submits new Out-of-State 

Income Tax Withholding Form 
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Step 3:

• Complete the Non-
Resident of California
section* as applicable. 

• A list of action items will 
populate based on the 
information that is 
submitted.

*This would be the information for where the employee 
physically works. If the employee works from home, the 
home address is the work location, with the exception of 
reciprocal states.

Employee working outside of CA submits new Out-of-
State Income Tax Withholding Form 

STANDARD PROCESS (HAPPY PATH)
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Step 4:

• Click the link provided to 
find the appropriate 
state withholding form. 
A list of states will 
populate to assist in 
determining whether 
he/she needs to submit 
additional forms.

• Upload any relevant 
attachments as needed. 
This may include state 
tax withholding.

• formClick Submit to send 
form(s) to the UCPath 
Center for processing.

Employee working outside of CA submits new Out-of-
State Income Tax Withholding Form

STANDARD PROCESS (HAPPY PATH)
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Out of Country 
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Out of Country
Overview

• The Out of State Income Tax Withholding form and a Foreign 
Source Income Statement form assists Payroll Services in 
determining the tax withholding for an individual who works
and lives out of the country. 
– Employees are categorized as one of the following:
– California tax residents - subject to tax withholding on 

their world wide income regardless of where the work is 
performed.

– Nonresidents working and living outside California - not 
subject to California tax withholding. They may be subject 
to state income tax withholding in the state in which they 
are working.
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Instructions:
How to complete a Foreign Source  

Income Statement

Out of Country
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Out of Country
Instructions

Complete the Foreign Source Income Form: 

Section 1:
• Complete all fields in this section. Additional instructions can be 

found in the hyperlink.

UCPath > Forms Library > Access Forms > Payroll > Foreign Source Income Statement
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Complete the Foreign Source Income Form (cont’d): 

Sections 2 and/or 3:
• The section(s) to 

complete are 
dependent upon 
the work 
assignment.

• Complete all 
relevant fields in 
these sections.

Out of Country
Instructions
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Complete the Foreign Source Income Form (cont’d): 

Section 4:
• Complete all fields in this section. Once 

completed attach to Out of State Income Tax 
Withholding form.

Out of Country
Instructions
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Step 1:

• Log into UCPath online and 
navigate to the Forms Library. 
Click Access Forms, then select 
Out-of-State Income Tax 
Withholding.

‒ Information from UCPath 
will automatically populate 
to the appropriate fields.

• Complete all the sections of the 
eForm.

Navigate to UCPath > Forms Library > Access Form > Payroll > Out of State Tax Income 
Withholding

Out of Country
Instructions

https://ucpath.universityofcalifornia.edu/out-state-tax-withholding-form
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Step 2:
• Validate his/her 

information.
• Input an updated address* 

if applicable.
• For the Type of Request, 

select New Request
• Use the magnifying glass 

where applicable in order to 
avoid errors.

• For State of Residence 
select “FC.”

*A separate update via UCPath online will be required if 
employee wishes to change his/her home address on file.

Out of Country
Instructions
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Step 3:

• Complete the Non-
Resident of California
section* as applicable. 

• A list of action items will 
populate based on the 
information that is 
submitted.

*This would be the information for where the employee 
physically works. If the employee works from home, the 
home address is the work location, with the exception of 
reciprocal states.

Out of Country
Instructions
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Step 4:

• Upload Foreign Source 
Income Statement
shown on slide 12. 

• Click Submit to send 
form(s) to the UCPath 
Center for processing.

Out of Country
Instructions
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Questions? 

Submit an inquiry on UCPath online at 
https://ucpath.universityofcalifornia.edu and 
click on “Ask UCPath Center”

https://ucpath.universityofcalifornia.edu/
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