
Tracking Your Work Location for Tax Purposes  
Kansas City, MO has a 1% earnings tax for all individuals who live or work in the city.  Based your Flex 
First Status, you may or may not work in Kansas City, MO for all of a portion of your work week.  Below 
we have provided details on how to track your work location for taxation purposes.  Please note that the 
information below is simply an option and we recommend you consult with your tax advisor before you 
make any changes to your taxation.  

@remote 
If your Flex Status is “@remote” and you do not live in Kansas City, MO, we will turn off the KCMO 
Earnings tax.  You will be taxed in the state that you live/work in (i.e., you live in Kansas – we will change 
your worked in state to Kansas and remove the KCMO Earnings Tax.)  If you live and work in KCMO, your 
taxes will remain unchanged.   
 
@office 
If your Flex Status is “@office,” your lived in/worked in tax set up will remain unchanged.  This means 
that you will have Missouri state taxes and the local KCMO taxes withheld.   
 
@flex 
If your Flex Status is “@flex,” your live in/worked in tax set up will remain unchanged and nbkc will 
continue to withhold the KCMO Earnings Tax.   

Tracking your Time in ADP 
 Non-Exempt Employees that live in Kansas and work both at home and at 8320 

You may track the hours you work from your home state and 8320 via your timecard.  This will 
affect your state tax withholding on the hours you code as KS.  Again, we recommend you 
consult with your tax advisor before you make this change. 

On your timecard, click the magnifying glass in the location column and choose KS.   

 

Continue this process for each day you work from home (on the example below, employee 
worked in the office on Tuesday and Friday, so the location field is blank.  But KS is filled in for 
the 3 days they worked at home.) 

 

  
 



Non-Exempt Employees that live in Missouri (not KCMO) and work both at home and 8320  
You may track your work from home hours via your timecard.  Since you already live in MO, this 
has no affect on your taxes.   

 On your timecard, click the magnifying glass in the location column and choose MO or WFH.  
 

 

Continue this process for each day you work from home (on the example below, employee 
worked in the office on Wednesday and Thursday, so the location field is blank.  But MO is filled 
in for the 3 days they worked at home.)  

 

 Exempt Employees that live in Kansas or Missouri (not KCMO) 
You can track your WFH hours via your timecard.  This will not affect your taxes and is for 
reporting purposes only.   

On your timecard, click on the magnifying glass in the location column and choose WFH.  You 
will need to add in the hours (8) in addition to the WFH location.  

 

Continue this process for each day you work from home (on the example below, employee 
worked in the office on Tuesday and Thursday, so the location field is blank.  But WFH is filled in 
for the 3 days they worked at home.)  

 


