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USPS Calendar Year-end 

Review

Calendar Year 2019



FILING DEADLINE

• ACCESS USPS Due Date = January 10th

• ACCESS USAS Due Date = January 16th

**Reason = Processing time.

• The Protecting Americans from Tax Hikes 

(PATH) Act requires that employers file 

their copies of Form W-2, W-3, to the 

Social Security Administration, by Jan. 31.
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W2MAINT

TIN Verification (Optional)

https://wiki.ssdt-ohio.org/display/usps/W2MAINT+-+W2+Maintenance

The SSAEVS option in W2MAINT needs to be processed 

An EVSREQ2K.SEQ file is created and this file needs to be uploaded to 

the SSA for SSN verification.
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W2MAINT- TIN Verification
• The SSA will return a file to the user with any errors. 

• This file needs to be renamed EVSVER2K.SEQ 

• Then FTP to the user’s directory 

• The EVSRTN option in W2MAINT needs to be processed to create a 

printable report listing any errors. 
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Pre-W2PROC

• OSDI abbreviations **IMPORTANT-

REQUIRED** for proper reporting on W2.

– Include OSDI code number and district name in 

the W2 Abbrev field in USPSDAT on the 

DEDNAM record
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Pre-W2PROC
• Verify ‘Entity code’ in USPSDAT/DEDNAM is 

completed for any magnetic reporting to any city 

EAST, CANF 
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Pre-W2PROC
• CCA/RITA Reporting

– Verify values in USPSDAT/DEDNAM are set

– RITA/CCA codes are required for tax data to be included on a 

submission file

• See information from RITA/CCA web sites on codes as 

defined
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Pre-W2PROC
– Verify Employee’s DEDSCN. “Employ/Residence” value must be on all city 

deductions that report to CCA or RITA

• Is this city tax record required because of the employees place of:

C = Employment      R = Residence

See the following web sites for complete details regarding C-Employment and

R- Residence reporting for RITA and CCA:

– https://www.ritaohio.com/Businesses

– http://ccatax.ci.cleveland.oh.us/?p=rulesregs#Section301
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Pre-W2PROC
• Health Savings Account (HSA)

– DEDNAM “Annuity Type” must be set to “I” even if 

there are no employee amounts withheld
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Pre-W2PROC

• Employee Expense Reimbursements

– If district desires amounts paid through warrant 

to appear on the W2 form as wages

– Look at ‘Reimbursements of Employee 

Expenses’ options

• Special processing may be needed

• Manual changes may be needed 
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Pre-W2PROC
• Excludable moving expenses **Active Military Only**

• Reimbursements, including payments made directly to a third party, for ACTIVE 

MILITARY employees only, be entered in the Moving Expense field. The amount in 

this field is treated as an excludable fringe benefit

- Contact legal advisor with questions

- Manually enter excludable amounts into the federal tax field.
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Pre-W2PROC

• Fringe benefit amounts

- Contact legal advisor with questions                    

*Enter taxable amount in fringe benefit field  

on the federal tax record

• All tuition reimbursement above $5250.00 are considered Fringe benefits 

and would be subject to regular taxation. So this figure would go in the 

fringe Benefit field on the 001 record.
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Pre-W2PROC

NC1 Payments

• Life insurance purchased for withheld annuities-Notice received from 

annuity company-Entered in payroll before last pay. 

• IRS Publication 15-B Section 2 pages 12-14

(http://www.irs.gov/pub/irs-pdf/p15b.pdf) contains the calculation table to 

figure the cost.

• USPSCN/UPDCAL_CUR or USPSCN/UPDCAL_FUT program, the amount 

should be entered using a pay type of NC1. This pay type represents one kind 

of non-cash earnings for the employee.  Do not enter amount in Life Ins field 

on 001 deduction record. This gets updated when CHKUPD is ran.

This pay type will be treated differently for taxation purposes. Using this non-

cash earnings amount, the tax amounts for Medicare and Social Security will 

be calculated during the CALCPAY and UPDCAL_CUR programs. No 

Federal, Ohio, or OSDI tax amounts will be calculated. All of these will be 

treated according to the federal rules. The software provides the ability to 

withhold city tax on non-cash earnings. This can be activated by setting the 

"Tax non-cash earnings" flag to Y (yes) on the city tax record in the 

USPSDAT/DEDNAM program. 



Life Insurance (Manual Correction)

-- Life insurance was not entered before the last pay:

• If the NC1 pay not was not used prior to the last pay of the calendar 

year, the following manual procedure must be used in order for the 

NC1 pay to show correctly on the W2 form and to insure that the 

QRTRPT balances. Follow these procedures prior to generating W2 

forms. 

• Increase the QTD and YTD gross and the QTD and YTD taxable 

gross figures on the federal tax record by the amount of the taxable 

premium. 

• Increase the YTD gross and YTD taxable gross figures on the state tax 

deduction record to reflect the taxable premium. 

• Increase the YTD gross and the YTD taxable gross figures on the 

municipality tax deduction record IF required by the municipality. It 

may be necessary to contact the city tax department to determine if the 

premiums on life insurance over $50,000 are considered taxable or not. 14



Life Insurance (Manual Correction)

• Increase the YTD gross and YTD taxable gross figures on the FICA 

and/or Medicare deduction records to reflect the taxable premium. 

• Obtain payment from the employee for the FICA (6.2% of the taxable 

premium) and/or Medicare (1.45% of the taxable premium) 

withholding amounts. Include this amount on the YTD Deduct Total 

field of the FICA/Medicare Deduction record(s). The board of 

education must match these same amounts calculated in this step 

(process as a USAS transaction). 

• Enter the taxable premium of life insurance on the federal tax 

deduction record in DEDSCN on the "Life Insurance Cost" line. 

• Enter the taxable premium of life insurance on the QTD, YTD and 

FYTD amount fields for Non-cash earnings on JOBSCN (3 of 3). This 

will insure that the QRTRPT non-cash earnings will balance. 
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Life Insurance (continued)

16



Pre-W2PROC

17

• Dependent Care

- If not using the DPCARE deduction type

*Manually enter dependent care amounts into the federal tax field for 

dependent care. (Max-$5000.00 or $2500.00 married filling separate)
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Pre-W2PROC

• Use of Company Vehicle

- Calculate leased vehicle value

- Manually enter leased vehicle value amount into the 

federal tax field.



Employer Sponsored Health Care 

Cost in W2

The Affordable Care Act requires employers to report the cost of coverage 

under an employer-sponsored group health plan.  Reporting the cost of 

health care coverage on the Form W-2 does not mean that the coverage is 

taxable.  This is informational purposes only.

• If any employee is paying for their insurance out of pocket, this will need to be 
manually added to the ‘Emplr Hth’ field on the employee’s 001 Deduction record. This 
total includes both employee and employer contributions.

• If the employee is paid half a year out of pocket and the other half through payroll,  
these two amounts will need to be added together and reported on field ‘Emplr Hth’ .

• If the district only tracks the employee portion of health care costs in the USPS system, 
the district will need to create a spreadsheet with the employee YTD costs for health 
insurance and the Board YTD costs for Employee Health Insurance and then total these 
two amounts.  Then using USPLOAD, this figure will need to be loaded into the ‘Emplr
Hth’ field on the 001 Federal deduction record. 
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Employer Sponsored Health 

Care Cost on W2

• If district only tracks Employee portion in USPS

- Spreadsheet needs to be created containing total of the 

employee and employer contributions for Employer 

Sponsored Health Care

• USPLOAD/DEDSCN can be used to load data into the 

employer sponsored  health coverage field on the federal 

DEDSCN record 

– EMPLR_HEALTH_COV

• Must be numeric
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Employer Sponsored Health Care 

Cost on W2

• Must report the cost of employer-sponsored Health Coverage in 

Box 12 using Code DD if the district filed 250 or more W2’s for the 

preceding calendar year

• Life, Dental and Vision are not required to be included in the total if 

they are separate plans and not included as part of the medical plan  

http://www.irs.gov/uac/Form-W-2-Reporting-of-Employer-

Sponsored-Health-Coverage

• The contribution amount by Employee and Employer for Health 

Saving Account (HSA) is NOT to be included as employer-sponsored 

health coverage. This is reported in Box 12 using (Code W).

• Leave the line blank or “N” on the HSA DEDNAM Screen
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Employer Sponsored Health 

Care Cost on W2

• The flag “Include as employer-sponsored health coverage?:”on the  

REG and ANN deduction screens in DEDNAM is used for calculating 

the Employer Sponsored Health Care Cost:

• If answered “Y” the YTD deduction totals will be included in the total 

moved to the employees W2
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Employer Sponsored Health Care 

Cost on W2
• The  “Emplr Hth:” field on the 001 Federal Deduction record will 

allow a specific value to be reported in Box 12 Code DD.

• This will override any automatic totaling done by W2PROC based on 

the DEDNAM records
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Employer Sponsored Health 

Care Cost on W2
• When processed, W2PROC will total the 

employee and board contribution amounts from all 

deductions flagged as applicable in DEDNAM

• If there is a value in the Emplr Hth field on the 

federal DEDSCN field, this value will be used 

instead

• The total will be copied to Box 12 Code DD

• The submission files created by W2PROC will 

also contain the total in the appropriate fields.
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NEW-HEALTH REIMBURSEMENT

ARRANGEMENT – for Small Business Employer

• The IRS has added a new Code FF for Box 12. It will report the total amount of 

permitted benefits under a qualified small employer health reimbursement arrangement. 

This will allow eligible employers to pay or reimburse medical care expenses of eligible 

employees after the employees provide proof of coverage.  Use this code to report the 

total amount of permitted benefits under a QSEHRA. The maximum reimbursement for 

an eligible employee under a QSEHRA for 2019 is $5,150 ($10,450 if it also provides 

reimbursements for family members), before indexing for inflation.

• Eligible employers are those small employers with less than 50 Full-Time Equivalent 

employees (those who work 130 hours a month or 30 or more hours a week for 120 

consecutive days). Another eligibility is that the employer does NOT offer a group 

health plan to any of their employees. 

• If a user enters a value in USPSCN/DEDSCN for Hth Reimburse on the Federal record, 

then this value will appear on the W2Tape file and W2FORM.DAT as a code FF with 

the amount in Box 12. The Health Reimbursement amount will also appear on the 

W2CITY.DAT file. The Health Reimbursement amount (HLTH REIMBURSE) will  

appear on the W2REPT.TXT under the employee's Federal heading, if there is an 

amount to report. The HLTH REIMBURSE amount will also total and appear in the 

Grand Totals and Report Totals, if there are any. 
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Health Reimbursement

Arrangement on W2
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Pre-W2PROC

• Run W2PROC before last pay of 2019 has 

been completed

– Balance to-date data

– Review and correct warnings and errors
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W2PROC
• Program used to generate

– Balancing reports

– W2 print forms

– W2 .DAT files for laser printing

– W2CITY.DAT file used for special city submissions

– W2 tape submission file

• W2TAPE.SEQ

• Federal

• States

• Cities (RITA/CCA)
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W2PROC
• User must enter district data – can accept defaults

– Name

– Address

– Identification numbers

• Federal

• Ohio 

• Verify values on W2REPT.TXT

• User must decide

– Sorting

• Any sort is acceptable for electronic filing

• Paper filing must be sorted by name
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W2PROC
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W2PROC- Third Party Sick Pay



Kind of Employer

• Your districts will need to specify what type of employer they are:

 The Kind of Employer can be one of the following:

 F = Federal Government

 S = State and Local Governmental Employer (non 501c) 

 T = Tax Exempt Employer

 Y = State and Local Tax Exempt Employer (501c)

 N = None Apply

If the school district is part of a local government and has NOT applied for 501C status, they 

will check the box for State/local non 501c (S) . 

If the school has applied for 501C status and was granted that non profit status they would 

check State/local 501c. (Y)
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Contact Information & Deduction Codes

• The Contact Name information will be used on the W2 and is a 

***REQUIRED*** field.

• The following contact information will be used on the W2 tape file.

• Enter contact name: ___________________________

– Additional deduction codes

• Allows districts to print additional information in box 14, 

“Other”

• Six can be entered

– Leased vehicle value is always included

– Other user values are secondary

– Prints the first 3 for each employee in the order entered

– Alignment forms-Would you like to print a dummy W2 for form 

alignment? = Answer “N”
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W2PROC

Output files are generated after all prompts are answered.

Without tape With tape creation

W2REPT.txt W2TAPE.SEQ

W2FORM.dat W2RITA.SEQ

W2CITY.dat W2CCA.SEQ

W2FORM.txt W2PA.SEQ***
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W2 Balancing

• Information on W2REPT.TXT should 
balance to:

– 941 totals as reported

– ERNREG/ERNSUM figures

• Represents amounts as withheld from employees

– QRTRPT figures

• Represents amounts as current in the YTD figures

– Balance Federal, Ohio, and City taxes and gross 
amounts
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W2 Balancing

Amounts in this column on 

W2REPT.TXT should be used for 

balancing
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W2 Balancing

These 2 totals 

should equal except 

for special payments
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W2 Balancing

Amounts in this column on 

ERNREG should be used 

for balancing

Balance 

W2REPT.txt to 

ERNREG
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W2 Balancing

Amounts in this column on 

QRTRPT should be using 

for balancing

Balance 

W2REPT.txt to

QRTRPT



40

W2 Balancing

• Items that affect balancing between W2PROC and 

QRTRPT (See Specific Affects documentation)

– Dependent care benefits over limit

– Fringe Benefits

– Medicare pickup amounts

– Taxable third party sick pay

– Use of company vehicle

– Employee expense reimbursements paid through 

warrant
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W2 Balancing
• Dependent care benefits

– Amounts over limit ($5,000.00) added to total and taxable gross 

amounts on Federal, Ohio and City total and taxable gross fields on 

the W2REPT

– Ex-If $6000.00 is added to Dependent Care field on 001 record 

$1000.00 will be added to total and taxable gross fields.

– Will cause gross amounts on W2REPT to be higher.
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W2 Balancing

• Fringe Benefits

– Adds all fringe benefit amounts to total and taxable 

gross amounts on Federal and Ohio records

– Will cause gross amounts on W2REPT to be higher
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W2 Balancing

• Medicare Pickup

– Amount added to total and taxable gross 

amounts on Federal, Ohio and OSDI records

– Will cause gross amounts on W2REPT to be 

higher.
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W2 Balancing
o If ‘Tax Board Amounts’ option is not used on the city tax record in 

DEDNAM -(Flag set to “N” on DEDNAM  record.)

• Tax Med/FICA Pickup should be “Y” if the city 

taxes the Medicare pickup

• The Medicare pickup is added to the city total and 

taxable gross amounts on the W2REPT.

– Employee pays tax after the fact 



W2 Balancing

• If the ‘Tax Board Amount’ is used on the city tax record-(Flag set to 

“Y” on the DEDNAM record.)

– The tax is withheld during the payroll

– Just a note:  The ‘Tax Med/FICA pickup’ flag field is not used and 

is replaced by the ‘Tax Board Amount’ field if this field is 

populated with Board Pickup deduction codes.
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W2 Balancing

• Taxable Third Party Sick Pay

– Users need to add the Third Party Sick pay 

amount to the total and taxable gross fields on 

the federal, Ohio and OSDI records as needed

– Will cause gross amount on W2REPT to be 

higher

• See Third Party Sick Pay Instructions

• See Third Party Sick Payment Notification example
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Non-Taxable Third Party Sick Pay

• Non-taxable third party sick pay

– Does not affect balancing

– Does not affect taxes

– Entered on federal record by the user

• District is notified how much to enter

– This amount will print in Box 12 with a code ‘J’
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W2 Balancing
• Use of Company Vehicle Field

– Adds the Vehicle Lease amount from the 001 federal 

record to the total and taxable gross fields on the 

Federal, and Ohio total and taxable gross fields on the 

W2 report.

– Will cause the gross amounts on W2REPT to be higher
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Employee Expense 

Reimbursements

• If district wants employee reimbursements 

originally paid through warrant to appear on the 

W2 as wages and manual changes are made, this 

will create a balancing difference between 

QRTRPT and W2PROC

• May cause W2PROC to show higher gross 

amounts than actually paid through USPS

• See ‘Expense Reimburse’ for more details
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Balancing Problems

• Voided checks from prior calendar year

– CHKSTS report

• Refund of annuity withheld in prior calendar year

– AUDRPT

• Manual Updates

– AUDRPT

• Search for YTD changes

• When VIEWING the AUDRPT.TXT, select ‘F’ and enter in ‘

‘YTD’.  Then from here, you can click on ‘N’ for Next to go to 
next line with ‘YTD’ in it.
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W2PROC Report 

Special amounts 

for W2s

Descriptions for 

W2 boxes from 

DEDNAM

From 

DEDSCN

Calculated gross 

minus taxable gross



Common W2PROC Messages

• Please refer to the handout for all Common 

W2Proc Messages.

• FATAL:  This employee’s medicare wages are 

less than their social security wages
– The medicare gross wages amount is incorrect or the FICA (Social 

Security) gross wages amount is incorrect.  Please update the gross 

amount in DEDSCN that has the incorrect amount.  This error 

should be corrected before creating a tape.  The Social Security 

Administration will contact the district if this error is not fixed. 

• This will stop the tape from being created.
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W2 Instructions Reviewed

• W2 Boxes Defined – See Handout

• Specific details on W2 form reporting 

requirements

– Found at

• http://www.irs.gov/pub/irs-pdf/iw2w3.pdf

http://www.irs.gov/pub/irs-pdf/iw2w3.pdf
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Post W2Proc

Preparing for 2020

• Enter changes in tax withholding rates effective January 1, 2020

– City rates

• https://www.columbus.gov/IncomeTaxDivision/TaxMunicipalities/

– OSDI rates

• https://www.tax.ohio.gov/school_district_income.aspx

-CCA City Rates-

• http://ccatax.ci.cleveland.oh.us/?p=taxrates

-RITA City Rates-

• https://www.ritaohio.com/TaxRatesTable

https://www.columbus.gov/IncomeTaxDivision/TaxMunicipalities/
https://www.tax.ohio.gov/school_district_income.aspx
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Preparing for 2020 (continued)

– Unsure if employee should be taxed
• https://thefinder.tax.ohio.gov/StreamlineSalesTaxWeb/default_sch

ooldistrict.aspx

Lookup Tax Rate 

• Address

• Zip Code 5 digit or 9 digit

• Latitude/Longitude 



Use CHGDED for updates to deduction screens

• This program will change the deduction 

• or board amount, or the stop and start dates

• on all specified deduction records.

•

• Do you wish to continue? (Y/N) <Y>: _

•

•

• Change options:

•

• C - Employee or board amounts

• D - Stop and start dates based on old values

• R - Set start dates on all records for deduction

• P - Set stop dates on all records for deduction

• G - Mass change the maximum amount of deduction

• M - Mass change the cycle

• A - Mass change employee amount error adjustment

• B - Mass change board amount error adjustment

• E - End program

•

• Enter choice <C>: _ 
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Updates for 2019
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Pennsylvania Tax

• The state of Pennsylvania requires a W2 output file if a district has ten 

or more W2’s for PA.

• On the district USPSDAT/DEDNAM record for Pennsylvania & 

employee BIOSCN, there are 4 areas that need to be setup correctly:

1. Type must be “ST”

2. The State in the address field must be PA

3. The “State ID” must be correct on the DEDNAM record. Your 

district should have this number already. If not, they will have 

register with PA on the PA-100 form.

4. The BIOSCN must have the state field = PA

• When running W2PROC, if it encounters PA employees, it will create 

an output file called W2PA.SEQ.

• If the district does not have any PA employees, then the W2PA.SEQ 

file will NOT be generated.
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Pennsylvania State Tax

61

BIOSCN

DEDNAM



Federal Tax calculations changing for

Jan. 1, 2020
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W4
• IRS is releasing an updated version of the W4

• The new W4 does NOT have to be submitted by employees who 

already have a W4 on file

• All NEW employees as of 01/01/2020 will need to have the updated 

W4

• CALCPAY will now use the new tax tables starting in 01/01/2020

• New fields have been added to the 001 Federal record
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Normal status of Filing is ‘N’

• The ‘Use new W4’ field will be initialized to ‘N’ for all 

employees.  If the employee is using a new W4 as of 

01/01/2020, then this MUST be changed to ‘Y’
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Employees NOT using W4 as of 01/01/2020

Employees who are NOT using the new W4 form as of 01/01/2020, the Marital 

Status and Number of Exemptions will be used to calculate the employee Federal 

withholding amount. They must also have “N” for the value of the USE NEW W4
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Using New W4 as of 01/01/2020

• Employees using the new W4, must have the field ‘Use new W4’ 

marked as ‘Y’
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Filing Status
• Filing Status is required only if the employee has a new W4 form as 

of 01/01/2020 

– 1 - Single/Married Filing Separately

– 2 - Married Filing Jointly/Qualified Widow

– 3 - Head of Household
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‘Depend’ field
• Depend – this should only contain an amount (W4 line 3 

value) if the employee has a new W4 as of 01/01/2020

– This is an annual Dependent amount when claiming dependents
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‘Income’ field

• Income – should only contain an amount (W4 line 4a 

value) if the employee has a new W4 as of 01/01/2020

– This is an annual Other Income Amount when adding in any other 

income the employee wants to include
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‘Deduct’ field
• Deduct – should only contain an amount (W4 line 4b value) if the 

employee has a new W4 as of 01/01/2020

– This is the annual deductions amount an employee wants to reduce their Federal 

withholding amount
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‘2 like jobs’ field

• This field should be a ‘Y’ or ‘N’ if the new W4 for 2020 is being used

• This is based on whether the (W4 Step 2c) has a check mark

• If it has a check mark, then answer it with ‘Y’. 

• If it does NOT have a check mark, then answer it with ‘N’.
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‘Addt’l withhold’ field

• Addt’l withhold – no changes
– Is for the older and newer W4 (Step 4C)

– Should contain an amount if the employee wants any additional 

Federal money withheld from their paycheck
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Federal Taxes updates
• Updates were made to the IRS Federal Tax tables for 01/01/2020.  

These new tables will be used for all payroll pay dates starting on 

01/01/2020 and later.

• There are two different tables for 01/01/2020:

– Standard Withholding Rate Table – this table is for the W4 form 

before 01/01/2020 or if the W4 is from 01/01/2020 or later and the 

box in Step 2 of the W4 is NOT checked
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Federal Tax updates
• Non-standard Withholding Rate Table – is for the W4 from 

01/01/2020 or later AND the box in Step 2 of the W4 IS checked

• Both tables have 3 types of filing status groups:

– Married Filing jointly or Qualifying Widow(er)

– Single or Married Filing Separately

– Head of Household
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Tax Tables Update

TAXMNT/TAXSCN

• The ID is “FED” and the following is the TYPE for each 

filing status:
– The Standard table for Married Filing Jointly is YM.

– The Standard table for Single is YS.

– The Standard table for Head of Household is YH.

– The Non-Standard table for Married Filing Jointly is ZM.

– The Non-Standard table for Single is ZS.

– The Non-Standard table for Head of Household is ZH.
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W-4 Draft for 2020
• Link below is a draft of the new W-4 for 2020

– https://www.irs.gov/pub/irs-dft/fw4--dft.pdf

• Link for Publication 15-T – Federal Income Tax Withholding Methods

– https://www.irs.gov/pub/irs-dft/p15t--dft.pdf

• FAQs on the draft 2020 Form W-4

– https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4
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Due to updated OHIO tax table for 2020, the OHIO taxes 

will be less in 2020

Tax Change for 2020

https://www.irs.gov/pub/irs-dft/fw4--dft.pdf
https://www.irs.gov/pub/irs-dft/p15t--dft.pdf
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4
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