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MANDDED – Field Definitions
The Mandatory Deductions/Taxes (MANDDED) screen is where we record the deduction and contribution information for taxes and other statutory benefits.

The information is sent to the payroll side as soon as you press Enter.  It is difficult to make corrections, so review the information carefully before you press Enter.  You NEVER space through an entry to erase it; doing so does not change the payroll side.  Once an entry has been made, you can end it (put in an ending effective date), but you do not change it from “Y” to “N”.  The status will always be “A”.
MANDDED has four sections:

· Employee Identification

· Federal Income Tax
· State Income Tax
· Contributions/Deductions
Each field of the MANDDED screen is described below (from left to right, and from top to bottom).  We do not use every field.

In the upper right corner of the MANDDED screen, you will see the name of the IFAS user who is logged into the current IFAS session.

Personnel Action Cd:  This field is used to explain why you are changing the MANDDED screen.  Codes you will use are:  


NEW
New Record


UPDT
Update

Employee Identification

Entity:  We do not change this field.  The system enters the default value of “ROOT” for us.

Employee ID:  Each employee has a unique identification number.  This is assigned when the employee is first entered into EMPMSTR.

Employee SSN:  This is displayed on the MANDDED for information only.  You cannot select the SSN from this screen; use the employee ID or name.
Employee Name:  The system will fill this field in for you when you enter the ID number.  You can select an employee by name by pressing F3, Select New, going to this field, then typing the employee’s name (last name first).  You can use the asterisk ( * ) as a “wildcard” to enter part of the employee’s name.  For instance, you can enter ROD*ANI* to find RODIGOU KENT, ANITA.

Employee Type:  The employee type is assigned on the EMPMSTR screen.  The employee type matches the employee’s primary (“PM”) position.  


CERT = Certificated


CLAS = Classified


CEHR = Certificated Hourly


CLHR = Classified Hourly
Employee’s HR Status:  The HR status is assigned on the 

EMPMSTR screen.  


A = Active.  This means the employee has an active EMPPAY screen.


I =  Inactive.  This means the employee does not have any active EMPPAY screens.


AL or IL =  Active Leave or Inactive Leave.  With Active Leave, the employee has at least one active EMPPAY screen (usually this occurs when a teacher takes a one-year leave, but substitute teaches during that year).


AR or IR =  Active Retiree or Inactive Retiree.  Employees who have retired through the district are considered retirees.  If they have an active EMPPAY screen (whether for benefits or for a substitute or regular position), they are Active Retirees; if they do not have an active EMPPAY screen, they are Inactive Retirees.

Employee’s PY Status:  The Payroll Status is assigned on the EMPMSTR screen.  Personnel NEVER changes this; only Payroll can change this.

Notes:  You can enter miscellaneous notes here to alert other users to a special circumstance concerning the employee.  For instance, if the employee is on a visa or has completed Form 8322 or opted not to join Medicare in 1992, you can place a note here to that effect.

# Rec’s:  Number of Records:  The system identifies how many MANDDED records are held by the employee.  This will always be “1” because we overwrite the information on the MANDDED screens.

Federal Income Tax (FIT) Section
Newly hired employees will complete a Form W-4 and submit it to Personnel as part of their new-hire paperwork.  Personnel will enter the information on the MANDDED screen.  Subsequent changes are submitted to and entered by Payroll.
Federal Income Tax – Regular Status and Allowances

Filing Status:  The employee will complete a Form W-4 selecting a filing status.  Options include:


E = Exempt


H = Head of Household


M = Married


S = Single


X = Married Filing at Single Rate

No. of Allowances:  Number of Allowances.  The employee will complete a Form W-4 selecting a number of exemptions.

St:  Status.  This should default as “A” (Active).  Sometimes this code drops off and you will need to type “A” before you can send the updated MANDDED screen.

Fq:  Frequency.  This should default as “A” (twelve times per year).
Bx:  Applicable Box Number.  Only used if frequency match codes are being used in Payroll.  We do not use this field; leave it blank.

CDH:  Contribution/Deduction/Hour Code.  The system will fill this in.
Vend:  Vendor.  The vendor code associated with the entry.  The system will fill this in.

Effective Dates:  The beginning and ending dates of the deduction.  This is when the deduction will be effective, and govern when the CDH will be taken in Payroll.  The default beginning date is the employee’s hire date.  You will change this to the first of the month.  (See MANDDED Dates instructions for more information.) The default ending date is 12/31/2050.
Federal Income Tax – Additional Withholding

CD03:  Code 3.  We do not use this field.

CD04:  Code 4.  Payroll fills this in if the additional withholding will be taken from both the end-of-month and variable paychecks.
Amt-Reg:  Regular Amount.  Completed by Payroll.  The amount in this field will only be processed if an entry has been made in CD04.  
Addl:  Additional Withholding Amount.  Additional Federal Income Tax withholding to be taken. 

Effective Dates:  The beginning and ending dates for the additional withholding to be taken in Payroll.  If the employee wants to stop the deduction, you enter an effective ending date.  If you are updating the MANDDED screen because an employee has retired, you will change the effective ending date for the additional withholding to match the effective ending date of their last regular EMPPAY position.
Federal Income Tax – Earned Income Credit

EIC Code:  Earned Income Credit Code.  The default is “N” (Not Filing).  If the employee is filing for Earned Income Credit, the options are:


MB = Married and Both


MO = Married and One


S = Single

St:  Status.  This should default as “A” (Active).  Sometimes this code drops off and you will need to type “A” before you can send the updated MANDDED screen.

Fq:  Frequency.  This should default as “A” (twelve times per year).

Bx:  Applicable Box Number.  Only used if frequency match codes are being used in Payroll.  We do not use this field; leave it blank.

CD03:  Code 3.  We do not use this field.

CDH:  Contribution/Deduction/Hour Code.  The system will fill this in.

Effective Dates:  The beginning and ending dates for the additional withholding to be taken in payroll.  If the employee wants to stop the deduction, you enter an effective ending date.
State Income Tax (SIT) Section

Newly hired employees will complete a Form DE-4 and submit it to Personnel as part of their new-hire paperwork.  (Yes, the employee fills out both a Form W-4 and a  Form DE-4.)  Personnel will enter the information on the MANDDED screen.  Subsequent changes are submitted to and entered by Payroll.  
State Income Tax – Regular Status and Allowances

STATE:  This defaults as “CA” (California).
Filing Status:  The employee will complete a Form DE-4 selecting a filing status.  


DE-4
IFAS


Single or Married (with two or more incomes)
S

Married
M


Head of Household
H

No. of Allowances:  Number of Allowances.  The employee will complete a Form DE-4 selecting a number of exemptions.

St:  Status.  This should default as “A” (Active).  Sometimes this code drops off and you will need to type “A” before you can send the updated MANDDED screen.

Fq:  Frequency.  This should default as “A” (twelve times per year).

Bx:  Applicable Box Number.  Only used if frequency match codes are being used in Payroll.  We do not use this field; leave it blank.

CDH:  Contribution/Deduction/Hour Code.  The system will fill this in.

Vend:  Vendor.  The vendor code associated with the entry.  The system will fill this in.

Effective Dates:  The beginning and ending dates of the deduction.  This is when the deduction will be effective, and govern when the CDH will be taken in Payroll.  The default beginning date is the employee’s hire date.  You will change this to the first of the month.  (See MANDDED Dates instructions for more information.) The default ending date is 12/31/2050.

State Income Tax – Additional Withholding

CD03:  Code 3.  We do not use this field.

CD04:  Code 4.  Payroll fills this in if the additional withholding will be taken from both the end-of-month and variable paychecks.

Amt-Reg:  Regular Amount.  Completed by Payroll.  The amount in this field will only processed if an entry has been made in CD04.  

Addl:  Additional Withholding Amount.  Additional State Income Tax withholding to be taken. 

Effective Dates:  The beginning and ending dates for the additional withholding to be taken in Payroll.  If the employee wants to stop the deduction, you enter an effective ending date.  If you are updating the MANDDED screen because an employee has retired, you will change the effective ending date for the additional withholding to match the effective ending date of their last regular EMPPAY position.

Statutory Benefits

This section breaks out whether or not the employee will be having contributions/deductions/both for the following:


FICA = Social Security


MEDI = Medicare


WCMP = Workers’ Compensation


SUI = State Unemployment Insurance


SDI = State Disability Insurance

The bargaining unit the employee belongs to and their total FTE dictate which of these contributions/deductions/both will be made/taken.

Y/N:  Yes or No.  You only use “N” when first setting up a new hire.  When first setting up a new employee, if they do not have FICA or SDI, you will use “N” and blank out the effective beginning date.  Once an employee has a “Y”, we do NOT change it to “N”.  If the employee no longer has the contribution/deduction, we change the effective ending date to end the item.  We leave the “Y”.  The end date tells the system that the contribution/deduction is no longer in effect.  Changing this field from “Y” to an “N” affects the payroll accumulators and may cause difficulties when we run the employee’s Form W-2.  Again, NEVER change “Y” to “N”.
C/D:  Contribution/Deduction/Both.  These should default correctly.

FICA = B


Medicare = B


WComp = C

SUI = C


SDI = D
St:  Status.  This is always “A” for “Active”.  We do NOT change this to “I”.  If the employee no longer has the contribution/deduction, we change the effective ending date to end the item.  We leave the status “A”.  The end date tells the system that the contribution/deduction is no longer in effect.  Again, NEVER use “I”.
Fq:  Frequency.  This should default as “A” (twelve times per year).

Bx:  Applicable Box Number.  Only used if frequency match codes are being used in Payroll.  We do not use this field; leave it blank.

CD01:  Code 01.  This is an optional field.  We do not use this field.

Vendor Code:    The vendor code associated with the entry.  The system will fill this in.

DED#:  Deduction Code:  This is the CDH (Contribution/Deduction/Hour) Code associated with the deduction.  The system will fill this in.

CNT#:  Contribution Code:  This is the CDH (Contribution/Deduction/Hour) Code associated with the contribution.  The system will fill this in.

Effective Dates:  The beginning and ending dates of the deduction.  This is when the deduction will be effective, and govern when the CDH will be taken in Payroll.  The default beginning date is the employee’s hire date.  You will change this to the first of the month.  (See MANDDED Dates instructions for more information.) The default ending date is 12/31/2050.

Approval Code:  Press enter twice and the record will be sent over to the payroll side.
User ID:  The IFAS ID of the last person to affect the MANDDED screen.  If you see HRSYSMGR or TISSUPV1 or TISDBADM, they have probably run a global process affecting a large number of screens; they have not necessarily made an individual change to this particular MANDDED screen.

Updated:  The date and time the screen was last affected.

Today:  The current date.  This is helpful when you print a screen and later wonder when you took the screen shot.
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