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MANDDED – Dates
Beginning and Ending Effective Dates for New Employees
The system will use the original hire date as the default beginning effective date.  You will change this default to the first of the month.  
· If the employee was hired 9/2/08, change the beginning effective date on the MANDDED to 9/1/08.  
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If the employee was hired 9/30/08, change the beginning effective date to 9/1/08.  Leave the default ending date as 12/31/2050.  
If the new employee is not subject to FICA and/or SDI, this is the only time you will use “N” in the Y/N field.  This is only done on the new MANDDED screen for a new employee.  If the new employee does not have FICA and/or SDI, enter “N”, and go to the beginning effective date field and blank it out by pressing ctrl+d.
Beginning and Ending Effective Dates for Changes
Taxes

If an employee is changing their federal or state taxes (changing number of allowances or starting/stopping additional withholding), you do not do anything.  The employee will submit the forms to Payroll, and Payroll will make the change.

Mandatory Deductions/Contributions

Employee now subject to FICA/SDI:  As with the EMPPAY changes, if the change occurs in the first half of the month, you will use the first day of that month for the beginning effective date.  If the change occurs in the second half of the month, you will use the first day of the following month for the beginning effective date.  If the employee has “N” in the Y/N field, you will change it to “Y”.
In the example to the right, the employee has changed positions and will be subject to FICA effective 12/1/08.  On the FICA line, the “N” has been changed to “Y”, and the beginning effective date has been changed to 12/1/08.  The ending effective date remains 12/31/2050.

Employee no longer subject to FICA/SDI:  If the change will affect the current month’s payroll, use an effective ending date of the last day of the previous month (this means the FICA/SDI will not be taken from the current month’s check).  If the change occurs in the second half of the month, and should not take effect until the following month, change the effective ending date to the last day of the following month.  Leave “Y” in the Y/N field.  Once this field is “Y”, it remains “Y”. 
In the example, the employee has entered a position which will no longer be subject to SDI effective 12/1/08.  On the SDI line, the “Y” flag remains “Y”.  (Remember, once the employee is set up, you will NOT change a “Y” to “N”.)  The ending effective date is changed to 11/30/08.  This tells the system that the last check for which the SDI should be taken out is the 11/30/08 check.  
Employees paid on 10th of Month:  The 10th of month payroll is considered part of the previous month.  For example, the 10/10 payroll is considered a September payroll.  
In the above example, if the employee had a 12/10 check, the FICA would not be taken, but the SDI would.  (The 12/10 check looks for what was in effect for November.)
More examples are listed in the MANDDED—Examples section.
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