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MANDDED – Examples
Federal Income Tax and Form W-4
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All new employees complete a Form W-4 (Federal Income Tax Withholding Designation Form).  This includes students and any employee who has resigned or retired and is being rehired.

Per FCMAT instructions, if the employee writes “EXEMPT” on Line 7 of the form, and any number, including 0, is written on Line 5, the form is invalid.  The employee must complete a new Form W-4.

Only the employee can write on the lower portion of the form.  If anything is written on it, such as “entered”, or a check mark, or someone’s initials, the form is invalid and it cannot be accepted by the IRS.

If the employee does not submit the required forms, use S (single) and 0 (zero), then contact the employee to send us the completed form.  

Filing Status
· If the employee checks Single, enter “S”

· If the employee checks Married, enter “M”

· If the employee checks Married, but withhold at higher Single rate, enter “X”

· If Exempt is written on Line 7, enter “E”

No. of Allowances

· Enter the number of allowances the employee indicates.

Addl:

· In the example pictured, the employee had additional federal withholding of $25.  Personnel entered the amount in the federal Addl field, with the 4/1/06 beginning effective date and 12/31/2050 ending effective date.  You can see that the ending date has been changed to 5/31/06.  

· This change was made by Payroll, not Personnel.  Personnel does the initial setup, then Payroll makes subsequent changes.
Teacher Working on Visa
· Both J-1 and H-1b  visa employees must complete a Form W-4

· If they meet the conditions described on the form, visa employees may complete Form 8233 to become exempt from federal income tax withholding
· Form 8233 must be completed every tax year

· Payroll will track this and change the MANDDED

State Income Tax and Form DE-4

Per FCMAT, all employees need to complete both a Form W-4 (for federal withholding) and a Form DE-4 (for state withholding), even if the deductions are the same.  
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If the employee does not submit the required forms, use S (single) and 0 (zero), then contact the employee and have them send us the completed form.  

Filing Status

· If the employee checks Single or Married (with two or more incomes), enter “S”

· If the employee checks Married (one income), enter “M”

· If the employee checks Head of Household, enter “H”

· If the employee checks Exempt, enter “E”

No. of Allowances

· Enter the number of allowances the employee indicates.

Addl:

· In the example pictured, the employee has additional state income tax withholding.  

· Addl:  Enter the additional amount to be withheld

· Effective Beginning:  The first of the month in which the additional withholding will take effect

· Effective Ending:  12/31/2050.

· If the employee changes this or ends the additional withholding, Payroll will make the change to the MANDDED screen.

Teacher Working on Visa

· The state does not have an exemption form.  The employee will have taxes withheld, and will need to file to with the state to have them refunded.  
FICA (Social Security)

FICA is where we tell the system that the employee’s wages are subject to Social Security contributions/deductions.

Who Has FICA?

FICA and Other Retirement Plans

· If an employee is in PERS, they WILL be in FICA
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If an employee is in PARS or STRS retirement plans, they will NOT be in FICA.

FICA as only retirement plan

· CST and CSEA members with less than 0.50 FTE (unless previously a member of PERS) will have FICA (not PARS)
FICA and Classified Retirees

· Per instructions from the Asst. Superintendent of Personnel Services (Gail Isserman), if a PERS member retires and returns as a substitute, we do not take FICA.  The person setting up the substitute EMPPAY screen needs to go to MANDDED and put in an effective end date to the FICA.
FICA and Students
· Students are not subject to FICA.

Eagle Peak

· Classified employees have FICA

· Certificated employees do not

New Employees Without FICA

This is the only time you will have a Y/N flag for FICA be “N”.

· Y/N = N

· C/D = B

· St = A

· Effective Begin = blank (go to this field and press ctrl+d to erase the default date)

· Effective End = 12/31/2050

New Employees With FICA

· Y/N = Y

· C/D = B

· St = A

· Effective Begin = first of the month in which they are hired
· Effective End = 12/31/2050

Changing an Employee from No FICA to Having FICA
You will put an employee into FICA if an employee:

· switches from PARS to PERS

· changes from STRS to PERS

· STUDENT graduates and is hired as a regular employee subject to FICA

To activate the FICA:

· Y/N = Y

· C/D = B

· St = A

· Effective Beginning = first day of the month in which the change will take effect
· Effective Ending = 12/31/2050

If you discover an error…

If you find an employee who should have been in FICA but wasn’t set up correctly, or if you find an employee who should NOT have been in FICA,

· Send an email to the Payroll Manager (Sharon Olofson) with a copy to Payroll Analyst (Michele Landini) and Position Control Manager (Michelle McAvoy) explaining the situation.

· If the employee should have been in FICA but wasn’t, one of them will instruct you what date to use for the effective beginning date.

· If the employee should NOT have been in FICA, but was, one of them will instruct you what date to use for the effective ending date.
Changing an Employee from Having FICA to Not Having FICA

You will end the FICA if an employee:

· switches from PERS to STRS

· changes from FICA-only to PARS-only (for example, from CST or CSEA with less than 0.50 FTE to M&O with less than 0.50 FTE)

· retires from a classified position and returns to sub in a classified position (per Gail Isserman)

To end their FICA:

· Y/N = Y (Important!  Do NOT change from Y)
· C/D = B

· St = A (Important!  Do NOT change from A)
· Effective Beginning = leave the existing date

· Effective Ending = last day of the month before the one in which the change is to take effect (in the example, the change takes effect 10/1/08, so the FICA ends 9/30/08)
If you discover an error…

If you find an employee who should have been in FICA but wasn’t set up correctly, or if you find an employee who should NOT have been in FICA,

· Send an email to the Payroll Manager (Sharon Olofson) with a copy to Payroll Analyst (Michele Landini) and Position Control Manager (Michelle McAvoy) explaining the situation.

· If the employee should have been in FICA but wasn’t, one of them will instruct you what date to use for the effective beginning date.

· If the employee should NOT have been in FICA, but was, one of them will instruct you what date to use for the effective ending date.
Medicare
MEDI (Medicare) is where we tell the system that the employee’s wages are subject to Medicare contributions/deductions.

Who Has Medicare?

Everyone has Medicare except:
· STUDENT position
· Employees on a visa

· Certificated employees hired prior to 1/1/92 who chose not to opt in to Medicare.

· There will be a note on the Notes field if this is the case.

· When these employees have a break in service (such as when they retire then are rehired), you will put them into Medicare when the return.

It does not matter if the employee is retired, or over 65 and receiving Medicare benefits.  If they are not in one of the three categories (above), they are subject to Medicare.
If you discover an error…

If you find an employee who should have been in Medicare but wasn’t set up correctly,

· Send an email to the Payroll Manager (Sharon Olofson) with a copy to Payroll Analyst (Michele Landini) and Position Control Manager (Michelle McAvoy) explaining the situation.

· One of them will contact you with the correct effective beginning date to use.

New Employees Without Medicare

If you are setting a new employee who is on a visa or who has a STUDENT position, you will set them up with the Y/N flag for MEDI as “N”.  This is the only time you will enter “N” in this field.

· Y/N = N

· C/D = B

· St = A

· Effective Begin = blank (go to this field and press ctrl+d to erase the default date)

Changing an Employee from No Medicare to Having Medicare

You will change the MEDI if an employee:

· Changes their visa status to a green card (Permanent Resident Card) or to full citizenship
· STUDENT graduates and is hired as a regular employee 

· Certificated employee who opted out of Medicare prior to 1/92 resigns or retires and is rehired

To change the Medicare:

· Y/N = Y

· C/D = B

· St = A

· Effective Beginning = first day of the month in which the change will take effect

· Effective Ending = 12/31/2050

Worker’s Comp.

WCMP (Worker’s Comp.) is where we tell the system the employee’s wages are subject to Worker’s Comp. contributions/deductions.

Who Has Worker’s Comp.?

Everyone has Worker’s Comp. except:
· EAGLE (employees at Eagle Peak Montessori Charter School)

If you discover an error…

If you find an employee who should have been in Worker’s Comp. but wasn’t set up correctly, or if you find an employee who should NOT have been in Worker’s Comp.,

· Send an email to the Payroll Manager (Sharon Olofson) with a copy to Payroll Analyst (Michele Landini) and Position Control Manager (Michelle McAvoy) explaining the situation.

· One of them will contact you with the correct effective dates to use.
SUI (State Unemployment Insurance)
SUI (State Unemployment Insurance) is where we tell the system the employee’s wages are subject to SUI contributions/deductions.

Do not confuse this with SDI (State Disability Insurance).

Who Has SUI?

Everyone has SUI.
If you discover an error…

If you find an employee who wasn’t set up correctly, and did not have SUI,
· Send an email to the Payroll Manager (Sharon Olofson) with a copy to Payroll Analyst (Michele Landini) and Position Control Manager (Michelle McAvoy) explaining the situation.

· One of them will contact you with the correct effective dates to use.
SDI (State Disability Insurance)

SDI (State Disability Insurance) is where we tell the system the employee’s wages are subject to SDI contributions/deductions.

Do not confuse this with SUI (State Unemployment Insurance).

Who Has SDI?

· Members of CST, M&O, and SUPV bargaining units
· CUSTSUB and BUSDRSUB

Who Does NOT Have SDI?

· Members of CSEA, DMA-MGMT, DMA-CONF, EAGLE, MDEA, and MDSPA bargaining units

· Non-Bargaining Unit employees

New Employees Without SDI

This is the only time you will have a Y/N flag for SDI be “N”.

· Y/N = N

· C/D = D

· St = A

· Effective Begin = blank (go to this field and press ctrl+d to erase the default date)

· Effective End = 12/31/2050

New Employees With SDI
· Y/N = Y

· C/D = D

· St = A

· Effective Begin = first of the month in which they are hired

· Effective End = 12/31/2050
If you discover an error…

If you find an employee who should have been in SDI. but wasn’t set up correctly, or if you find an employee who should NOT have been in SDI.,

· Send an email to the Payroll Manager (Sharon Olofson) with a copy to Payroll Analyst (Michele Landini) and Position Control Manager (Michelle McAvoy) explaining the situation.

· One of them will contact you with the correct effective dates to use.

Changing an Employee from Not Having SDI to Having SDI

You will change the SDI if an employee:

· Changes their bargaining unit to CST, M&O, or SUPV

· Changes so CUSTSUB or BUSDRSUB is their primary position

To activate the SDI:

· Y/N = Y

· C/D = D

· St = A

· Effective Beginning = first day of the month in which the change will take effect

· Effective Ending = 12/31/2050

Changing an Employee from Having SDI to NOT Having SDI

You will change the SDI if an employee:

· Changes their bargaining unit from CST, M&O, or SUPV to CSEA, DMA-MGMT, DMA-CONF, EAGLE, MDEA, or MDSPA

· Changes their primary position from CUSTSUB or BUSDRSUB to a non-bargaining unit position

To end the SDI:

· Y/N = Y (IMPORTANT! Do NOT change to N)
· C/D = D

· St = A

· Effective Beginning = leave whatever date is in there

· Effective Ending = last day of the month they are still subject to SDI.  Examples:
· The employee changes from CST to DMA-CONF effective the first half of the month.  The end date would be the last day of the prior month (because they will be in DMA-CONF effective the beginning of the current month).

· The employee changes from M&O to DMA-MGMT effective the second half of the month.  The end date would be the last day of the current month (because they will not be in DMA-MGMT until the beginning of the next month).
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