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[bookmark: _Toc358813906]Section 1 - Getting Started
Welcome to the Deductions learning guide, part of the SEMA4 curriculum.
Who should complete this guide?
Employees who:
· Maintain employee tax withholding records
· Maintain vendor deductions
· Obtain duplicate W-2 forms
· Maintain employee direct deposit records
What skills will I learn?
You will develop skills, using SEMA4, to update and view employee tax withholding records, view and update vendor deductions, view W-2 form information and obtain duplicate W-2 forms. After you complete this guide, you will be able to perform the following tasks in SEMA4:
· Update and look up employee federal and state tax information
· Add a vendor deduction
· Add a one-time deduction
· View deduction history
· View W-2 form information 
· Obtain duplicateW-2 forms
· Add a direct deposit
What do I need to know before starting?
You must have completed SEMA4 Overview.
How much time will this take me?
Actual time will vary, but plan on approximately 3 hours and make sure you have enough time to complete this guide in one day.
What do I need to proceed?
1. Access to SEMA4.
2. User ID and Password to sign into the User Training database.
3. Code (two-digit) to access training records.
How do I obtain User Training Database information?
First you must register for the course.  After you do so, you will receive an e-mail with instructions, including a special user ID, password, and code.  Access the SEMA4 Training Courses website for registration instructions: http://mn.gov/mmb/accounting/sema4/training/. 

Directions
Read the introduction and work through each topic, completing the exercises. Throughout this guide you will be presented with information and opportunities to develop skills and increase your understanding of tax withholding in SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions.
When you see these icons, it is a signal that a new learning opportunity is beginning.
	Table of Icons Used in this Learning Guide

	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help. The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect. In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions – so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.



When you have completed the learning guide, be sure you:
1. Complete the evaluation form and send it to Statewide Payroll Services.
2. Follow your agency's procedures for tracking completed training.
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[bookmark: _Toc358813907]Section 2 – Introduction
The information in this learning guide will show you how to accomplish a variety of tasks that are all associated with an employee’s paycheck deductions.  In this learning guide you will learn how to update employee tax withholding information, add vendor deductions, view tax withholding information, view W-2 information, obtain duplicate W-2 forms and establish direct deposit records.
The following topics are included in this guide:
· Updating Tax Withholding Information
· Viewing Tax Information
· Adding, Updating and Ending Vendor Deductions
· Adding One-Time Deductions
· Viewing W-2 Form Information 
· Obtaining Duplicate W-2 Forms
· Adding a Direct Deposit	
Continue to the first topic, Updating Tax Withholding Information.
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[bookmark: _Toc358813908]Section 3 - Updating Tax Withholding Information
[image: Read-Through picture]This topic includes how to update employee tax withholding information in SEMA4, and how to look up tax information.
In SEMA4, default tax records are established when an employee is initially hired.  Federal and state tax records for each state in which the employee lives and works are set up by SEMA4 with a tax marital status of single and zero withholding allowances.  Filling out a tax withholding form is a task all employees complete when starting a new job. You enter this information, which updates the default information established by SEMA4.
Tax records are effective-dated.  Whenever an employee requests changes to their federal or state tax data records, you add a new effective-dated record.
All employees must submit form W-4 to change their federal withholding information. No additional forms are required for employees living and working in Minnesota and claiming the same number (10 or less) of Minnesota state exemptions as federal exemptions. Employees are only required to complete the Form W-4MN in addition to the federal Form W-4 if they:
· claim fewer Minnesota withholding allowances than their federal allowances (Minnesota allowances cannot exceed the number of federal allowances), 
· claim more than ten Minnesota withholding allowances, want additional Minnesota withholding deducted from their pay each pay period, or 
· claim to be exempt from federal withholding, or 
· claim to be exempt from Minnesota withholding.
All employees living or working in states other than Minnesota must have state withholding records for each state in which they live or work. Some states may use/require a unique/special form.
Employees may submit tax withholding changes to you on a W-4, W-4MN and/or state specific form for input into SEMA4 or may update their tax withholding record in Self Service.  For employees using self service, the effective date is the date of entry.  You are able to view the updated record in SEMA4.
TIP
Employees in the following situations cannot use the Self Service W-4 pages to update all of their tax records.  To complete their withholding they must submit forms to their HR/Payroll staff for entry:
· Employees with tax records for Arizona (AZ), California (CA), Connecticut (CT), Indiana (IN), Louisiana (LA), Mississippi (MS), Nebraska (NE), Puerto Rico (PR), or Vermont (VT) cannot use self-service to update records for these states/territory, but can update federal information or state records for other states.
· Employees who are Wisconsin (WI) residents and have filed a WT-4A form cannot use self-service to update their WI record, but can update federal information or state records for other states.
· Employees who are nonresident aliens cannot use self-service to submit federal or state W-4 information.
· Employees whose home address is outside the USA.
The most common type of tax information requested by employees is the number of withholding allowances and year-to-date balances.  This information is easily viewed on-line because SEMA4 contains a history of employees' tax withholding and balance records.  Each pay period tax balances are updated in SEMA4.  By the end of this topic, you will be able to update and view tax data.
There are three pages used to record and maintain federal and state tax withholding information, which SEMA4 uses to calculate tax withholding for employees.  The pages are:
· Federal Tax Data: This page is used to enter employees' federal tax marital status and withholding allowances or exemption from federal withholding.  Tax withholding changes entered in SEMA4 by Friday morning of payroll processing week, with an effective date on or before the next paycheck, will be effective on the next paycheck.
· State Tax Data: This page is used to enter employees' state tax marital status and withholding allowances or exemption from state withholding.  Where an employee lives and works determines how you complete their state tax data information.  For example, if an employee lives in North Dakota and works in Minnesota, there must be a state tax record for each state.  State taxes will be deducted for both states unless a reciprocity form, Reciprocity Exemption/Affidavit of Residency (MWR), is filed by the employee for MN and entered into SEMA4.
If the form is filed, the tax withholding status for Minnesota would be marked as exempt.  Employees must re-file a MWR form yearly.  Otherwise, the system will automatically begin to withhold Minnesota taxes during the next year.
· MWR Forms: This page is used to view information entered by the employee on the MWR Forms page in Self Service.
Reciprocity and Form MWR
Minnesota has income tax reciprocity agreements with North Dakota and Michigan. (Income tax reciprocity between Minnesota and Wisconsin ended on December 31, 2009.) This means that employees who reside in North Dakota or Michigan can opt out of Minnesota withholding on wages earned for work in Minnesota.  If they do not want Minnesota tax withheld from wages, they can complete a MWR form in Self Service or by submitting a paper form to agency payroll staff.  This must be done by February 28, or within 30 days after their employment begins, or when their state of residence changes.  A new form must be submitted each year to maintain the exempt status.  If employees do not complete a MWR form annually by the due date, Minnesota taxes must be withheld from wages.  Employees who are residents of North Dakota or Michigan and who do not return to their residence in North Dakota or Michigan at least once a month do not qualify to be exempt from Minnesota withholding.


[image: ]Updating Tax Withholding Information
In the first walk-through, you will enter tax withholding information for a new employee.  You will learn how to use SEMA4 to retrieve the employee's current tax record.  Then you will enter the new tax withholding information.
Thomas Hill's completed W-4 and W-4MN forms indicate he is claiming a tax marital status of married with five allowances for both federal and state and an additional amount to be withheld for state taxes, effective today.  He works and lives in Minnesota. Because he wants additional Minnesota withholding, he is required to complete Form W-4MN in addition to Form W-4.
Note
Default tax records are established when an employee is initially hired in SEMA4.  Federal and state tax records for each state in which the employee lives and works are set up by SEMA4 with a tax marital status of single and zero withholding allowances.
	ACTION
	RESULT

	1. On the SEMA4 Database Selection page
· Select User Training database
· Use your training user ID and password
	Home displays

	2. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	3. 
In the Name field, enter Hill,Thomas and click the Search  button.
	Search results display

	4. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	5. Click the Add a row [image: Plus button]  button.
	A new row is added with today’s date as the effective date

	6. In the Effective Date field, enter the date the record is effective.
	Today’s date

	7. 
In the Special Withholding Tax Status field, click the combo box arrow  and select one of the following:
· Maintain taxable gross - selected when the employee completes the W-4 form with Exempt (from federal tax)
· No taxable gross; no tax taken - used by Statewide Payroll Services only
· None – normal withholding
· Nonresident alien; Tax Treaty/NR Data – selected when a nonresident alien employee submits a W-4 with NRA written on it
	None




	FIELD NAME AND DESCRIPTION
	FIELD DATA

	8. 
In the Tax Marital Status field, click the combo box arrow  and select the employee’s tax marital status.
	Married

	9. Skip the checkbox indicating ”married but withholding at the single rate.”
	blank

	10. In the Withholding Allowances field, enter the number of allowances.
	5

	11. In the Additional Amount field, enter an additional federal withholding amount to be deducted from each paycheck for this employee.
	Leave field blank

	12. In the Additional Percentage field, enter an additional federal withholding percentage to be deducted only from those paychecks that include a taxable payment for this employee.
	Leave field blank

	13. 
In the Source Documents field, click the combo box arrow  and select the documentation provided by the employee.
	W-4 for Federal and MN

	14. Information will display in the Lock-In Letter Details fields if restrictions have been imposed on the employee's tax withholding status.  The Letter Received checkbox will be selected if the IRS has placed limits on the employee's tax withholding status, tax marital status, and/or withholding allowances.  The maximum number of allowances an employee can claim will display in the Limit On Allowances field.
	These fields are view only for agencies.  The information is entered by Statewide Payroll Services when directed to do so by the IRS.

	15. Click the State Tax Data page tab.
	State Tax Data page displays

	16. In the State field, accept the default.
Note: Since the employee works and lives in Minnesota, he has a single state tax withholding record.
	MN

	17. The Resident check box indicates whether the employee lives in the state identified in the State field.
	Check box is selected

	18. The Non-Residency Statement Filed check box indicates if the employee:
· Works in Minnesota and is a resident of North Dakota or Michigan, and
· Claims exempt from MN state tax due to reciprocity agreement, and
· Has filed a Reciprocity Exemption/Affidavit of Residency (MWR) form.
	Check box is blank

	19. 
In the State Withholding Elements box, for the Special Withholding Tax Status field, click the combo box arrow  and select one of the following:
· Maintain taxable gross - selected when the employee completes the W-4 form with Exempt (from federal tax)
· No taxable gross; no tax taken - used by Statewide Payroll Services only
· None – normal withholding
· Nonresident alien; Tax Treaty/NR Data – selected when a nonresident alien employee submits a W-4 with NRA written on it.
	None

	20. In the Tax Marital Status field, click the Look up [image: Graphic of a magnifying glass] button and select the employee’s state withholding tax marital status.
	M

	21. In the Withholding Allowances field, enter the number of allowances the employee claims.
TIP
Minnesota residents cannot have more Minnesota withholding allowances than federal allowances.
	5

	22. In the Additional Amount and Additional Percentage fields, complete the fields as indicated on the W-4MN form.
· When an amount is entered in the Additional Amount field, it will be deducted from each paycheck for this employee.
· When an entry is made in the Additional Percentage field, the calculated amount will be deducted only on those paychecks that include a taxable payment to this employee
	Amount   5.75




	ACTION
	RESULT

	23. Information will display in the Lock-In Letter Details fields if restrictions have been imposed on the employee's tax withholding. The Letter Received checkbox will be selected if the MN Department of Revenue has placed limits on the employee's tax withholding status, tax marital status, and/or withholding allowances. The maximum number of allowances an employee can claim will display in the Limit On Allowances field.
	These fields are view only for agencies.  The information is entered by Statewide Payroll Services when directed to do so by the Minnesota Department of Revenue.

	24. Special state-specific fields will display for some state records - e.g., Arizona (AZ), California (CA) or Indiana (IN).  Complete these special fields at the bottom of the State Withholding Elements box when applicable.
	No special additional fields display.

	25. Skip the Exempt Reason box.
	Skip

	26. Since Mr. Hill is a resident of the State of Minnesota, he is not eligible for tax reciprocity, and has not submitted a MWR form.  Therefore, you can skip the MWR Forms page.
NOTE
For eligible employees, you have the option of entering information on the MWR Forms page, but you are not required to enter anything on the MWR Forms page.  You must, however, keep the Form MWR that is submitted to you on file in your agency.
	Empty cell

	27. Click the Save [image: ] button.
· If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved




Your pages should look similar to these:
[image: ]
[image: ]


[image: Puzzle with Question mark]Review Questions
Answer the following review questions:
1. What is the tax marital status and withholding allowance on the record that is created when an employee is initially hired in SEMA4?
_________________________________ and ________________________________
2. When would you update an employee's tax record?
________________________________________
3. If the IRS has placed restrictions on an employee’s tax withholding status, information will display in what fields? 
________________________________________
4. If an employee is a resident of North Dakota, Minnesota state income taxes do not have to be withheld on wages earned in Minnesota if the employee does what annually?
________________________________________

[image: graphic of a complete puzzle]Review Answers
Check your answers.
1. What is the tax marital status and withholding allowance on the record that is created when an employee is initially hired in SEMA4?
Answer:  A tax marital status of single with zero withholding allowances for federal and each state in which the employee lives and works.
2. When would you update an employee's tax record?
Answer:  Each time the employee provides a completed tax withholding form.
3. If the IRS has placed restrictions on an employee’s tax withholding status, information will display in what fields?
Answer: Lock-In Letter Details – Letter Received and Limit On Allowances
4. If an employee is a resident of North Dakota, Minnesota state income taxes do not have to be withheld on wages earned in Minnesota if the employee does what annually?
Answer: Completes and submits a MWR form by the announced deadline.

[image: ]Updating Tax Withholding Information
Victoria Vance does not want to change her federal withholding record but wants to change her Minnesota state record to single with 3 allowances, effective one month from today.  She has given you a W-4MN form for Minnesota to initiate this change. Because she is claiming fewer Minnesota withholding allowances than federal allowances, as well as additional Minnesota withholding deducted each pay period, the MN Department of Revenue requires Form W-4MN.  Victoria would like to continue to have the additional percentage of state withholding taken when receiving taxable earnings. 
	ACTION
	RESULT

	1. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	2. 
In the Name field, enter Vance,V and click the Search   button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	4. Click the Add a row [image: Add a row button] button.
	A new row is added with today’s date as the effective date

	FIELD NAME AND DESCRIPTION	
	FIELD DATA

	5. In the Effective Date field enter the date when the record should be effective.
	Date one month from today

	6. 
In the Source Documents field, click the combo box  arrow and select the documentation provided by the employee.
	W-4 for MN 

	7. Since there are no other changes needed on the Federal Tax Data page, click the State Tax Data page tab.
	State Tax Data page displays

	8. In the  Tax Marital Status field, enter, or click the Look up   button and select, the employee’s state withholding tax marital status.
	S

	9. In the Withholding Allowances field, enter the number of allowances the employee claims.
	3

	10. In the Additional Percentage field, retain the 5.500 as an additional percentage.
	5.500

	11. Click the Save [image: ] button. If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved



Your pages should look similar to these.
[image: ]
[image: ]

[image: graphic of two people building a puzzle]Updating Tax Withholding Information Exercise
Joy Jones has been a resident of North Dakota while working for the State of Minnesota for a few years.  She has notified your office that she has become a resident of Minnesota effective today.  Ms. Jones has completed the appropriate tax form related to this move.  Ms. Jones should no longer be subject to North Dakota tax withholding, but should be subject to Minnesota tax withholding.  For her federal withholding, Ms. Jones is changing from Married to Single with 2 allowances. (Ms. Jones is married.) Remember, each employee must have a federal record and a state record for each state in which the employee lives and works.
	ACTION
	RESULT

	1. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	2. 
In the Name field, enter Jones,J and click the Search
  button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	4. Click the Add a row [image: ]  button.
	A new row is added with today’s date as the effective date

	FIELD NAME AND DESCRIPTION
	FIELD DATA

	5. Effective Date
	Today’s date

	6. Tax Marital Status
	Single – Also select the check box referring to married, but withhold at the single rate.

	7. Withholding Allowances
	2

	8. Source Documents
	W-4 for Federal and MN

	9. Click the State Tax Data page tab.	
	State Tax Data page displays.

	10. Locate the North Dakota tax record.
TIP

On the State Information header bar  , click the Show next row [image: Show next row button] button to locate the North Dakota record.
	Empty cell

	11. On the North Dakota state information record, click the Delete row [image: ] button.
A confirmation box displays indicating the delete will occur when the transaction is saved. Click the OK [image: ] button to close the box
	North Dakota record is deleted and the Minnesota record displays

	12. On the Minnesota state record that remains, in the Non-Residency Statement Filed check box, remove the checkmark.
	Check box should be blank

	13. Select the Resident check box.
	Click the box to add the checkmark

	14. 
In the Special Withholding Tax Status box, click the combo box arrow  and select None.
	None 

	15. Tax Marital Status 
	M

	16. Withholding Allowances
	2

	17. Click the Save [image: ] button.
· If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved




Your pages should look similar to these.
[image: ]
[image: ]


[image: Multicolor graphic of a help button]Using SEMA4 Help
On or after January 1 of each year, employees who claim exempt from federal or state taxes must re-file W-4, W-4MN, MWR and/or state specific forms to remain exempt from tax withholding.  To assist agencies in notifying employees who are currently exempt from tax withholding, the following report is available:
FIHR8050, Employees Who Must Refile W-4 and/or Reciprocity Form (DocumentDirect/InfoPac ID HP8050) -- This report lists employees who are currently claiming exempt from federal and/or state income tax withholding.
Use the following steps to access SEMA4 Help for more information about this report and other related reports.
	ACTION	
	RESULT

	1. Click the Help [image: ] link on the pagebar to access SEMA4 Help.
	State Tax Data – Page Overview displays

	2. Click the Show [image: ] button.
	Help navigational pane displays

	3. Select Reports Inventory in the navigational pane.
	Reports Inventory page displays

	4. Select Report Descriptions. Under Payroll Reports, select Listed by Report Number.
	A list of reports displays

	5. Scroll to and select HP8050.
	Employees Who Must Refile W-4 and/or Reciprocity Form – Report Description displays

	6. Review the report description. Click the Back button on your browser’s tool bar.
	A list of reports displays.

	7. Review the descriptions for the following reports and answer the questions below.
· FIHU2442 – Employees Who Have Filed a State MWR
· FIHU2443 – Employees Who Are Claiming Exempt From Federal Withholding
· FIHU2444 – Employees Who Are Claiming Exempt From State Withholding
· HP8030 – W-4 Tax Exempt Reset Report
· HP8040 – Minnesota MW-R Tax Exempt Reset Report
	Empty cell




[image: ]Review Questions
1. What is the suggested use of the HP8050 report?
_______________________________________
_______________________________________
2. True or False. Employees must refile for exempt status or reciprocity each year to remain eligible.
_______________________________________
3. Residents of which two states are eligible to file Form MWR?
________________________________________
4. True or False. The FIHU2442, FIHU2443, and FIHU2444 reports are On-Demand reports.
________________________________________
5. What is the frequency at which the HP8030 and HP8040 reports are generated?
________________________________________
[image: ]Review Answers
Check your answers.
1. What is the suggested use of the HP8050 report?
Answer:  Agencies use this report to notify the listed employees that they need to refile for exempt status and/or reciprocity.
2. True or False. Employees must refile for exempt status or reciprocity each year to remain eligible.
Answer: True
3. Residents of which two states are eligible to file Form MWR?
Answer: North Dakota and Michigan
4. True or False. The FIHU2442, FIHU2443, and FIHU2444 reports are On-Demand reports.
Answer: True 
5. What is the frequency at which the HP8030 and HP8040 reports are generated?
Answer:  These reports are run annually in February.

Updating Tax Withholding Information Exercise
[image: ]During this exercise you will practice adding, updating, and viewing tax information.  Use the information provided, SEMA4 Help, previous walk-throughs and exercises to complete both parts of this exercise.
Use the following information to update Hal Berman's tax record.  He has given you the appropriate forms and indicated that he has just moved to North Dakota. Make all changes effective today. 
Updates to federal tax:
· Marital status of  married 
· 3 withholding allowances
· Additional 5% to be withheld
Updates to state tax:
· Non-Residency Statement Filed (MWR) - Claims exempt from Minnesota tax during the remainder of the year.
· North Dakota as the new state of residence
· Marital status of single 
· 2 withholding allowances
	ACTION
	RESULT

	1. Select Payroll > Tax Data > Update Employee Tax Data.
	Update Employee Tax Data search page displays

	2. 
In the Name field, enter Berman,H and click the Search  button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	Federal Tax Data page displays

	4. Click the Add a row [image: Plus button graphic] button.
	A new row is added with today’s date as the effective date

	FIELD NAME AND DESCRIPTION	
	FIELD DATA

	1. Effective Date   
	Today

	2. Special Withholding Tax Status
	None

	3. Tax Marital Status
	Married

	4. Withholding Allowances
	3

	5. Percentage
	5

	6. Source Documents
	W-4 for Federal, MWR for MN

	7. Move to the State Tax Data page.
	Empty cell

	8. State
	MN

	9. Resident check box
	Clear check box

	10. Non-Residency Statement Filed check box.
Warning statement displays, "Selecting Non-Residency Statement Filed will set tax withholding status to Maintain gross taxable and allowances to zero.  Do you wish to proceed?" Click Yes
In the Special Withholding Tax Status field, Maintain taxable gross has been selected.
In the State Withholding Elements box, Tax Marital Status has defaulted to “X - Claiming exemption from withholding” ; and Withholding Allowances has defaulted to”0” (zero)
	If not already selected, select check box 

	11. Under the State Information header, click the Add a row [image: Plus button graphic] button.
	Adds a new state record

	12. State
	ND

	13. Resident check box
	Select check box

	14. Special Withholding Tax Status
	None

	15. Tax Marital Status
	S

	16. Withholding Allowances
	2

	17. Move to the MWR Forms page.
Note:  Completing this page is optional.  When an employee submits the MWR form, and has answered the Residence Information questions, you may file the form with or without entering the information on the MWR Forms page. Normally the employee’s address will display Michigan or North Dakota.
	Empty cell

	18. For this example, assume the employee has answered the Residence Information questions and you will enter the information on this page.
	1. Today’s date
2. Yes
3. Yes – 07/01/1995 to yesterday
4. $40,000

	19. Click the Save [image: ] button.
· If a warning message displays, read the message and click the OK [image: ] button.
	Record is saved



NOTE
You have the option of entering information on the MWR Forms page for Mr. Berman, but you are not required to enter anything on the MWR Forms page.  You must, however, keep the Form MWR that he submitted to you on file in your agency.  Since Mr. Berman has changed his state of residence, he indicated to you he will change his permanent home address information via Self Service today. You might want to make a note to check tomorrow and verify that his address change is recorded appropriately and displays for you on the Contact Information page.
Your pages should look similar to the ones on the following pages.
[image: ]



Minnesota State Record
[image: ]

North Dakota State Record
[image: ]


Topic Summary
SEMA4 automatically sets up default federal and state tax records for all newly hired employees.  During this topic you learned how to add additional effective-dated tax withholding records for a variety of different employee situations.
In the next topic you will learn how to view tax information.
Reports
· FIHR8030, W-4 Tax Exempt Reset (DocumentDirect/InfoPac ID HP8030)
· FIHR8040, Minnesota MW-R Tax Exempt Reset (DocumentDirect/InfoPac ID HP8040)
· FIHR8050, Employees Who Must Refile W-4 and/or Reciprocity Form (DocumentDirect/InfoPac ID HP8050)
· FIHU2442, Employees Who Have Filed a State MWR (OnDemand)
· FIHU2443, Employees Who Are Claiming Exempt From Federal Withholding (OnDemand)
· FIHU2444, Employees Who Are Claiming Exempt From State Withholding (OnDemand)
Continue to the next topic, Viewing Tax Information
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[bookmark: _Toc358813909]Section 4 - Viewing Tax Information
Payroll staff is often asked questions by employees about their tax withholding.  Now you will learn how to view that information.  Knowing where to find information is important when answering employee questions.
In this topic, you will look at a page that displays cumulative summary tax information.  You will also view an employee's paycheck information that includes the taxes withheld.
The Tax Balances page is used to view year-to-date, quarter-to-date, month-to-date and other views of tax balances.  SEMA4 automatically updates this view-only page each time payroll is processed.  The updated information is available Monday of payday week.
[image: ]Viewing Tax Balance Information
Use the following instructions to look up tax information on the Tax Balances page for William Elliot. He would like to confirm how much tax has been withheld from his pay.
	ACTION
	RESULT

	1. Select Payroll > Balance Reviews > Taxes.
	Taxes search page displays

	2. 
In the Empl ID field, enter 00847978 and click the Search  button.
	Tax Balances page displays


Navigate through the record and answer the following questions:
1. What is the OASDI/Disability - EE Taxes balance Year-to-Date for September 2012?
$_____________________________
2. What is the US Federal Withholding Taxes balance Quarter-to-Date for October 2012?
$______________________________
3. What is the taxable gross wage for US Federal Withholding Balance Quarter-to-Date for October 2012?
$______________________________
Check your answers on the next page.

Check your answers:
1. What is the OASDI/Disability - EE Taxes balance Year-to-Date for September 2012?
Answer:  $171.01.
2. What is the US Federal Withholding Taxes balance Quarter-to-Date for October 2012?
Answer: $541.93
1. What is the taxable gross wage for US Federal Withholding Balance Quarter-to-Date for October 2012?
Answer: $3624.26

[image: ]Viewing Paycheck Tax Information
You may need to view withholding information for a specific pay period. This can be done on the Paycheck Taxes page. On this page you can view withholding types and amounts. 
Look up the tax information on the Paycheck Taxes page for William Elliot.
	ACTION	
	RESULT

	1. Select Payroll > Pay Distribution > Review Paycheck - All.
TIP
This component displays paycheck data for current employees as well as former employees during the time that they were paid by your agency.  Use the Paycheck Data component when an employee has job records in multiple department IDs.
	Review Paycheck - All search page displays

	2. 
In the Empl ID field, enter 00847978 and click the Search  button.
	Search results display

	3. Select the row with the pay period end date of 06/05/2012.
	Paycheck Earnings page displays

	4. Select the Paycheck Taxes page tab.
	Paycheck Taxes page displays


Use the information on the Paycheck Taxes page to answer the following questions.
[image: ]Review Questions
1. What is the issue date for the paycheck data you are examining?
_______________________________________
2. How many rows of tax information display?
_______________________________________
3. What is the taxable gross amount for federal and state withholding?
_______________________________________
4. What state does the employee claim residence in and, how much (if any) state withholding tax was withheld for this pay period?
________________________________________
Check your answers on the next page.

Answers
[image: ]Check your answers.
1. What is the issue date for the paycheck data you are examining?
Answer:  06/15/2012.  The issue date is normally 10 days after the pay period end date.
2. How many rows of tax information display?
Answer:  The page displays 6 rows.
3. What is the taxable gross amount for federal and state withholding?
Answer:  $2255.04
4. What state does the employee claim residence in and how much, if any, state withholding tax was withheld for this pay period?
Answer:  Minnesota is the state of residence and $132.11 was withheld for MN tax.
Topic Summary
In this topic you learned how to view tax balance summary information by year-to-date, quarter-to-date, and month-to-date.
You have also learned to view the Paycheck Taxes page to view actual withholding amounts and types per pay period.
Continue to the next topic, Adding, Updating and Ending Vendor Deductions
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[bookmark: _Toc358813910]Section 5 - Adding, Updating and Ending Vendor Deductions
[image: ]Vendor deductions are entered by various organizations, including state agencies and employees.
1. State agencies and other organizations add some vendor deductions on the General Deduction Data page. These deductions include:
· Some parking deductions
· Departmental deductions
· Union deductions
2. Some state agencies and other organizations are authorized to enter deduction adjustments, such as refunds, on the One Time Deductions page.
3. Other deductions are created during pay calculation based on benefit elections made by employees and established by vendors on various benefits pages in SEMA4. These deductions include:
· Deferred compensation
· Tax-sheltered annuities
· Medical and dental insurance
· Dependent care accounts
· Some parking/bus pass/van pool deductions
· Retirement
4. Employees enter charitable and savings plan deductions in Self Service.
TIP
To enter a vendor deduction, you must sign into SEMA4 with a special user ID that begins with the letters VN.  If you have questions about your VN user ID, go to SEMA4 – Payroll Contacts at http://mn.gov/mmb/accounting/payroll/contacts/agency/index.jsp and scroll down to Vendor Security for names and phone numbers of individuals who can assist you. 
All agencies can enter a departmental deduction and some agencies enter parking deductions.  Each vendor deduction record includes a deduction code.  For agency departmental deductions, this code will begin with the letters DT, and will be unique to your agency.  All other types of vender deductions listed above also include a deduction code that identifies the deduction.  Some organizations may have multiple codes for different deductions.  For example, an organization that enters parking deductions may have one code that identifies a parking ramp facility, and another one that represents a parking lot facility. 
When adding departmental deductions on the General Deduction Data page, you need to complete the following fields: 
· Deduction Code: Unique to each agency
· Effective Date: Date the deduction will begin.  This may be a date in the future.
· Amount: The amount to be deducted each pay period.
· The following information is optional:
· Goal Amount: Total amount to be collected.  When this amount has been collected, no further deduction is taken.  Leave this field blank for permanent deductions. 
· Deduction End Date: The date the Goal Amount field is completed, enter a date 2 – 3 pay periods after the last pay period the deduction is scheduled to occur.
A departmental deduction is taken from an employee's pay for legitimate business reasons; for example, payment for living in a state-owned residence or repayment of a business expense imprest cash advance.  A departmental deduction should never be used to recover a salary overpayment from the employee.  If this method were used, the employee’s W-2 form would not reflect the recovery of the overpayment.
A departmental deduction can only be entered after a signed authorization is obtained from the employee.  The agency and employee must mutually agree on the deduction amount and the number of pay periods it will be taken.
Each pay period, all state agency vendor deductions (departmental, parking, etc.) collected from employees are forwarded to agencies through SWIFT (Statewide Integrated Financial Tools) FMS, the state's system of record for accounting and procurement. Deductions for non-state organizations are forwarded by a warrant or direct deposit.  The agency must allocate the funds to the appropriate accounts.  In addition, deduction reports listing each employee and deduction amount are available each pay period.  You can view the report detail online, print it, or download it.  If you will be responsible for reviewing detail activity and producing reports, you should complete the Vendor Deduction Detail and Report Information learning guide.
When you run a vendor deduction report, you enter a Vendor ID.  This Vendor ID is unique to your agency and is linked to one or more deduction codes set up for your use.  Therefore, your report will include the deduction information for all vendor deductions by deduction code.
By the end of this topic, you will be able to enter and view vendor deductions.
Further information about vendor deductions is available in the following training materials found at https://mn.gov/mmb/accounting/sema4/training/training-courses/vendor-deduction.jsp.
· Vendor Deduction Detail and Report Information (MN-PS520S) Learning Guide
· Vendor Deduction Job Aid: Guide for VENDOR DEDUCTION Entry in SEMA4 (Passwords for User IDs Beginning With VN).
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[image: ]Adding a Departmental Deduction
In this walk-through, you will add a departmental deduction for Joy Jones.  She is going on an unexpected business trip.  She has already been issued an agency imprest cash check because there wasn’t enough time to process a business expense advance prior to the trip.
Ms. Jones has signed a statement authorizing the agency to process a departmental deduction for a total of $1500, to be taken from her next paycheck as reimbursement for the imprest cash advance.  This situation requires two separate transactions.  They are:
1. Adding a $1500 business expense advance.
(The business expense advance will not be entered in this learning guide.  For step-by-step instructions, please review the Employee Business Expenses learning guide of the SEMA4 curriculum.)
2. Adding a departmental deduction for $1500.
The departmental deduction will occur on the same paycheck that includes the business expense advance.  The net effect of these two transactions will result in the imprest cash advance being paid back to the agency and Ms. Jones having an outstanding business expense advance.
NOTE
Remember, in order to add a vendor deduction, you must sign into SEMA4 with a special user ID that begins with the letters VN.  However, in the User Training database, a special user ID is not required, and you can use the same ID and password that you have used previously in this learning guide.
	ACTION	
	RESULT

	1. Select Payroll > Deductions > Create General Deductions.
	Create General Deductions search page displays

	2. 
In the Name field, enter Jones,J and click the Search  button.
	Search results display

	3. From Search Results, select the Name that begins with your two-digit code.
	General Deduction Data page displays

	4. Is there a value in the Deduction Code field?
· If yes, under the General Deduction header, click the Add a row [image: ] button and continue to step 5.
· If no, continue to step 5.
	Departmental deduction code for this walk-through is not on her record

	5. In the Deduction Code field, enter the deduction code or click the Look up [image: Graphic of a magnifying glass] button and search for the agency deduction code.  All departmental deductions begin with DT. 
	DTFNCE

	6. In the Effective Date field, accept the default value or enter the date you want the departmental deduction to become effective.  If the deduction is active for one day in the pay period, the entire flat amount will be taken.
	Today’s date

	7. In the Calculation Routine field, select the option that indicates that the amount entered will be deducted each pay period.
	Flat Amount

	8. In the Deduction End Date field, enter the pay period end date which is 2 pay periods in the future by which time the final deduction should be taken.  Always complete this field for short-term deductions.
	Enter the date one month from today

	9. In the Flat/Addl Amount field, enter the flat amount to be deducted from the employee's paycheck.
	1500

	10. In the Goal Amount, enter the total amount that should be collected from the employee's paychecks for this deduction code and effective date.
	1500

	11. In the Current Goal Balance field, the amount deducted to date will display if a goal amount has been established.
	Display only

	12. Click the Optional Information page tab.
	The Optional Information page displays

	13. If your organization uses any of the three optional data fields, in the Optional 1, Optional 2, and/or Optional 3 fields enter additional reporting information about the deduction, such as a date, an invoice number or a reference document. These fields are optional and are determined by your organization. Then continue with the instructions for saving the record.
Note: The maximum number of characters allowed is six (6). When viewing detail pay period deduction information, you have the option to sort the information by the Optional 1 field.
	Leave these fields blank

	14. Click the General Deduction Data page tab. 
	The General Deduction Data page displays.

	15. Click the Save [image: ] button.
· If a warning message displays, read the message and click the OK [image: ] button.
	Empty cell


Your page should look similar to the one on the following page.

General Deduction Data
[image: ]
During pay calculation for this pay period, the $1500.00 business expense advance will be added to Ms. Jones’ paycheck.  At the same time, the departmental deduction in the amount of $1500.00 will be deducted from Ms. Jones’ check and sent to the agency.  The net effect on Ms. Jones’ check will be zero (since she has already received the cash.).

[image: ]Add A Deduction Record 
Exercise Part 1
In this exercise you will add a vendor deduction record for Victoria Vance.  Victoria has decided to begin driving to work rather than carpooling.  You have received her signed request asking that the fee for her parking space be deducted from her pay.  Use the following information to establish her deduction.
Resources
You may use these resources in completing this exercise: any information available in this learning guide, your notes, a coworker and SEMA4 Help.
HINT: The deduction will be entered on the General Deduction Data page in SEMA4.
Payroll > Deductions > Create General Deductions
	FIELD NAME AND DESCRIPTION	
	FIELD DATA

	1. Name
	Vance,Victoria (select the name that begins with your two-digit code)

	2. Deduction Code
	PKANRM

	3. Effective Date
	Pay period end date of the next pay period

	4. Calculation Routine
	Flat Amount

	5. Flat/Addl Amount
	$24.50

	6. Optional 1
	ABCDEF


Your pages should look similar to the ones on the following page.

General Deduction Data 
[image: ]
Optional Information
[image: ]


Updating a Deduction Record
Exercise Part 2
[image: ]In this exercise you will update the parking deduction record for Victoria Vance.  Effective 2 months from today this deduction will be $30 per pay period until a maximum amount of $300 has been deducted.
You will be using the Goal Amount field and the Deduction End Date field for this part of the exercise.  When the Goal Amount field is used, the Deduction End Date field is required. The date in the Deduction End Date field should be a couple of pay periods after the Goal Amount will be reached. The deduction will stop when the end date is reached, or when the current goal balance equals the goal amount, whichever comes first.
The system will display the amount collected to date in the Current Goal Balance field when an amount has been entered in the Goal Amount field. 
HINT
When updating a deduction already established for an employee, you must add a new effective-dated record.  Under the Deduction Details header, click the Add a row [image: ] button.
	FIELD NAME AND DESCRIPTION	
	FIELD DATA

	1. Name
	Vance,Victoria (select the name that begins with your two-digit code)

	2. Deduction Code
	PKANRM

	3. Effective Date
	2 months from today

	4. Deduction Calculation Routine
	Flat Amount

	5. Deduction End Date
Deducting $30/pay period, it will take 10 pay periods (approximately 5 months) to reach $300. Enter a pay period that is 2-4 pay periods beyond the pay period when you expect the goal amount will have been collected.
	Enter a date 7 months from today

	6. Flat/Addl Amount
	30.00

	7. Goal Amount
	300.00

	8. Optional 1
	98XYZ


Your pages should look similar to the ones on the following page.

General Deduction Data
[image: ]
Optional Information
[image: ]


End A Deduction
Exercise Part 3
[image: ]About 4 months have passed. Victoria Vance has notified your office she is no longer driving to work.  She is taking the bus and will need her parking deduction stopped effective next pay period.
HINTS: When updating a deduction (ending a deduction is considered an update) already established for an employee, you must add a new effective-dated record.  Under the Deduction Details header, click the Add a row [image: ] button to add a new row of information.  To end a deduction, choose any date in the first pay period that the deduction should NOT be taken – but never the pay period end date. If the pay period end date is used the deduction will be taken in that pay period.
	FIELD NAME AND DESCRIPTION
	FIELD DATA

	1. Name
	Vance,Victoria (select the name that begins with your two-digit code)

	2. Deduction Code
	PKANRM

	3. Effective Date
	Any date in the pay period 5 months from today, except the pay period end date

	4. Deduction End Date
	Same date as the effective date

	5. Optional 1
	Update at your option


Remember, a deduction stops when the end date is reached, or when the Current Goal Balance equals the Goal Amount, whichever comes first. 
Your page should look similar to the one below.
General Deduction Data
[image: ]


[image: ]Review Questions
Review what you learned by answering the following questions.  If you have difficulty answering the questions, review the topic in SEMA4 Help.
1. What is the effective date to use when ending a deduction and you do not want the deduction to be taken in that pay period?
a. First day of the month
b. Any day of the pay period
c. Only the first day of the pay period
d. Any day of the pay period but the last day

2. When you select Flat Amount in the Calculation Routine field, what other field must be completed?
a. Deduction End Date
b. Goal Amount
c. Flat/Addl Amount
d. Current Goal Balance
3. The Goal Amount field must be completed for all deductions.
a. True
b. False
4. When the Goal Amount field is completed, what date do you enter in the Deduction End Date field?
a. First day of the next month
b. Same date as the effective date
c. The exact date the goal amount will be reached
d. Pay period end date that is 2 or 3 pay periods after the goal amount should be reached
Check your answers on the next page.

[image: ]Review Answers
1. What is the effective date to use when ending a deduction and you do not want the deduction to be taken in that pay period?
d.	Any day of the pay period but the last day
2. When you select Flat Amount in the Calculation Routine field, what other field must be completed?
c.	Flat/Addl Amount
3. The Goal Amount field must be completed for all deductions.
b.	False
4. When the Goal Amount field is completed, what date do you enter in the Deduction End Date field?
d.	Pay period end date that is 2 or 3 pay periods after the goal amount should be reached
Topic Summary
In this topic you learned how to establish, update and end a vendor deduction.
Remember, these deductions can only be entered with your agency’s special user ID that begins with the letters VN.
Further information about vendor deductions is available in the following training materials found at https://mn.gov/mmb/accounting/sema4/training/training-courses/vendor-deduction.jsp.
· Vendor Deduction Detail and Report Information Learning Guide (MN-PS520S)
· Guide for Vendor Deduction Entry in SEMA4
Policy and Procedure
Establishing General Deductions, PAY0004
Continue to the next topic, Adding One-Time Deductions.

[bookmark: _Toc358813911]Section 6 - Adding One-Time Deductions
[image: ]NOTE: Only SEMA4 users specifically authorized to process one-time deductions should complete this section.
Adding a One-Time Deduction
During this walk-through you will learn how to:
· Access the One Time Deductions page
· Add a one-time deduction refund
It has been determined that an employee needs to have a one-time deduction added. A one-time deduction is in addition to any current deductions the employee may have. This one-time deduction may be an amount refunded to the employee or an additional amount collected by the vendor.
First, access SEMA4 Help to review information about adding a one-time deduction. 
[image: ] View Sema4 Help
	ACTION	
	RESULT

	1. Access SEMA4 Help.  Click the Help [image: Help link] link on the navigation header.
	SEMA4 Help Contents displays

	2. Select HR/Payroll Functions.
	HR/Payroll Functions displays

	3. In the Payroll column, select Deductions.
	Deductions – Contents displays

	4. Select Pages and Fields.
	Deductions – Pages and Fields displays

	5. Under Vendors (including state agencies), click One Time Deductions.
	One Time Deductions – Page Overview displays

	5. Click the Steps [image: Graphic showing steps and the word steps] button.
	Adding or Viewing One-Time Deductions – Tasks displays

	6. Click Adding a One-Time Deduction.
	Add a One-Time Deduction – Steps displays

	7. Step 1 shows the menu path for the One Time Deductions component. Review the remainder of the steps.
	Empty cell

	8. Click the Back button on your browser twice.
	One Time Deductions – Page Overview displays

	9. Click the Fields [image: graphic showing the word Fields] button.  Review the definitions for several of the fields on the page by clicking the field names.	
	One Time Deductions – Field Definitions displays

	10. Exit SEMA4 Help.
	Empty cell


[image: ]
Adding a One-Time Deduction
Joy Jones has had too much money withheld from her paycheck for a parking deduction and is due a small refund. In the walk-through that follows, you will use the menu path shown in Help to access the One Time Deductions component and add the refund due to the employee.
	ACTION
	RESULT

	1. On the SEMA4 Database Selection page:
· Select User Training database
· Use your training user ID and password 
	Home displays

	2. Select Payroll > Deductions > One Time Deductions.
	One Time Deductions search page displays

	3. In the Name field, enter the employee’s name.
	Jones,Joy

	4. 
Click the Search   button.
	Search results displays

	5. From Search Results, select the Name that begins with your two-digit code.
	One Time Deductions page displays

	6. In the Pay Period End Date field, accept the default, or enter the pay period end date for the pay period in which this deduction should be processed.
	06/04/2013

	FIELD NAME AND DESCRIPTION	
	FIELD DATA

	7. In the Off Cycle and Plan Type fields, accept the defaults.
	Empty cell

	8. Complete the Deduction Code field.
	PKANRM

	9. In the Class field, enter A.
	A (for after-tax)

	10. In the Type field, indicate if the transaction is a refund or an additional amount to be deducted.
	R (for a refund)

	11. In the Amount field enter the amount to be refunded or the additional amount to be deducted.
TIP:  Always enter a positive amount.
	6.78

	12. Skip the Reason field.  For Benefits use only.
	Empty cell

	13. Click the Save [image: ]button.
	Your record is saved


Your page should look similar to the one below.
[image: ]
[image: ]
Review Questions
Review what you learned by answering the following questions.  If you have difficulty answering the questions, review the topic.
1. True or False?  A one-time deduction requires a special deduction code not used on other SEMA4 pages.
2. True or False?  When processing a refund, a negative amount should be entered.
[image: ]Review Answers
1. True or False?  A one-time deduction requires a special deduction code not used on other SEMA4 pages.
False
2. True or False?  When processing a refund, a negative amount should be entered.
False
Continue to the next topic, Viewing W-2 Form Information and Obtaining Duplicate W-2 Forms.


Deductions	Section 6 – Adding One-Time Deductions	41
[bookmark: _Toc358813912]Section 7 - Viewing W-2 Form Information and Obtaining Duplicate W-2 Forms
[image: ]In the first topic, Updating Tax Withholding Information, you learned how to use SEMA4 to update and view employee tax information.  This information is used to calculate the taxes withheld from each paycheck.  At the end of the year, total wages earned and taxes withheld are reported on an employee’s W-2 Wage and Tax Statement.  Use SEMA4 Help to see how you might view W-2 form information in SEMA4.
[image: Title: Help graphic]Using Help to View W-2 Form Information
An employee, William Elliot, has asked you to look up his W-2 form information for year 2004.  Use the following step-by-step instructions to access SEMA4 Help to find out how to view Mr. Elliot’s record. 
	ACTION
	RESULT

	1. In SEMA4, click the Help [image: Help link] link on the navigation header?

TIP: If neither Help’s navigation pane nor SEMA4 Help Contents page displays, click the Show  button. If the Help page is minimized, you will need to open it.
	Help displays

	2. Click HR/Payroll Functions.
	HR/Payroll Functions displays

	3. Under Payroll, select Deductions.
	Deductions – Contents displays

	4. Click Processes, Tasks, & Steps.
	Deductions – Processes displays

	5. Under W-2 and W-2C, click Viewing W-2 Form Information.
	W-2 - Reference displays

	6. Scroll down to View W-2 Form Information.
	Answer the question below


What paths can you follow in SEMA4 to view Mr. Elliot’s 2004 W-2 information?
· ________________ > ___________________ > ________________, or
· ________________ > ___________________ > ________________,
Answer: 
· Payroll > W-2 > W2 Forms or
· Payroll > W-2 > Review/Update Year End Data
(Note:  W-2C form is a corrected Wage and Tax Statement.)

Using Help To Obtain a Duplicate W-2 Form
[image: ]Sometimes an employee will submit a request for a duplicate W-2 form.  If the employee has consented to receive an electronic W-2 form, they are able to print another W-2 form from the Self Service Web site for years 2001 to current.  Otherwise, agencies are responsible for processing these requests.  Employees may request the duplicate W-2 in writing or by email.  Agency staff will then choose one of the following:
· Years 2001 to current – run on-demand report FIHU2419, W2 Reprint > = 2001 or, print the W-2 form from the W2 Forms page in SEMA4
· Years 1995 through 2000 – run on-demand report FIHU2400, W2 Reprint 1995 - 2000
· Prior to 1995 – forward the request to Statewide Payroll Services.
Agencies should always verify the employee’s address and update it in SEMA4 when necessary before mailing the duplicate W-2.
[image: ]Henry Thomas, an employee with your agency, has submitted a written request for a duplicate W-2 form for the year 2000.  You confirm with the employee that the address on his request is accurate and matches his address in SEMA4.
Review SEMA4 Help related to processing Henry’s request.
	ACTION	
	RESULT

	1. In SEMA4, click the Help [image: ] link.
TIP: If neither Help’s navigation pane nor SEMA4 Help Contents page displays, click the Show [image: ] button.
	Help displays

	2. On the navigational page, click Operating Policies and Procedures.
	Operating Policies and Procedures displays

	3. Under Payroll Policies and Procedures, click Listed Numerically.
	Payroll Policies and Procedures - Numerical List displays

	4. Scroll down and select PAY0040 – Requesting Duplicates and Corrections of W-2 Forms.
	Requesting Duplicates and Corrections of W-2 Forms - Operating Policy and Procedure displays

	5. Select Policy and read the policy information.
	Requesting Duplicates and Corrections of W-2 Forms  – Policy displays


Using the information you have just read, answer the questions on the following page. 

[image: ]Review Questions
Review what you learned by answering the following questions.  If you have difficulty answering the questions, review the topic in SEMA4 Help.
1. Employees should obtain recent duplicate W-2 Forms from where, whenever possible? 
_____________________________________________________________________
2. All requests for duplicate W-2C Forms received by the agency are forwarded where?
____________________________________________________________________
3. Employees claiming their W-2 is incorrect should contact? _________________
____________________________________________________________________
4. Regarding #3 above, what steps should the agency take when contacted?
_____________________________________________________________________
[image: ]Review Answers
Check your answers to the review questions.
1. Employees should obtain recent duplicate W-2 Forms from where, whenever possible? 
Answer:  Self Service Web site
2. All requests for duplicate W-2C Forms received by the agency are forwarded where?
Answer:  Statewide Payroll Services
3. Employees claiming their W-2 is incorrect should contact __________________?
Answer:  Their current or last agency for which they worked.
4. Regarding #3 above, what steps should the agency take when contacted?
Answer:  Agency payroll staff should investigate the employee’s claim before contacting Statewide Payroll Services.
Topic Summary
In this topic you learned how to use SEMA4 Help to view W-2 information and process W-2 reprint requests.
Policy and Procedure
Requesting Duplicates and Corrections of W-2 Forms, PAY0040
Continue to the next topic, Adding a Direct Deposit Record.
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[bookmark: _Toc358813913]Section 8 - Adding a Direct Deposit Record
[image: ]SEMA4's Direct Deposit function allows employees to request direct deposit records to one or more accounts and financial institutions.  It also allows for direct deposit records to be changed, updated, and deleted.
As permitted under Minnesota Statute 16A.17, subd. 10, all new employees must sign up for full (100%) direct deposit.  See Operating Policy and Procedure, PAY0001, Direct Deposit of Employee Pay, Policy - Direct Deposit Requirement.
You will be introduced to the direct deposit functionality in this topic.  For complete training refer to the Direct Deposit learning guide of the SEMA4 curriculum.
NOTE
Employees may submit direct deposit changes to agency staff for input in SEMA4 or may update their direct deposit record in Self Service. The effective date in Self Service is the date of entry. You are able to view employee-entered records in SEMA4.
Direct Deposit Authorization Form
An employee must complete the Payroll Direct Deposit Authorization form, FI-00381, to establish, change or stop direct deposit.  Use the information provided by the employee to enter the direct deposit record in SEMA4.  Net pay is distributed to financial accounts on a percentage basis or by specified dollar amount.
Guidelines for Adding Direct Deposits
The following guidelines apply to adding direct deposits:
· When you set up direct deposit distributions as a percentage of net pay, the total percentages cannot exceed 100 percent.
· There may be excess net pay available after distribution to all of the direct deposit records is complete.  Therefore, one direct deposit distribution must be set up with 100% or balance to assure all net pay is deposited.
· In some instances, there may be less net pay available than the amounts designated for distribution.  Funds will be distributed to the accounts in priority order.

[image: ]Adding a Direct Deposit Record
An employee, Hal Berman, wants all of his net pay direct deposited into his checking account.  He has completed his Payroll Direct Deposit Authorization form and turned it into you for processing.
Use the following steps to add his direct deposit record. 
	ACTION
	RESULT

	1. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	2. In the Name field, enter Berman,H.
· 
Click the Search  button.
· The word “Processing” displays in the upper right side of the page while the search is going on.
	Search Results display 

	3. From Search Results, select the Name that begins with your two-digit code.
	Direct Deposit page displays

	FIELD NAME AND DESCRIPTION
	FIELD DATA

	4. In the Effective Date field, accept the default.
	Today’s date

	5. 
In the Status field, click the combo box arrow  button and select the value that indicates the record is active.
	Active

	6. In the Bank ID field, enter the financial institution’s identification number. Bank IDs are 9-digit numbers.
	091000022

	7. Choose one of the following:
· If the employee did not select the “Transferring Funds?” check box on the Direct Deposit Authorization form, go to the next step.
· If the employee selected the “Transferring Funds?” check box on the Direct Deposit Authorization form, indicating he/she will be transferring some of his/her pay from this financial institution to a financial institution outside of the U.S.A., forward the Direct Deposit Authorization form to Statewide Payroll Services for processing.
	Go to the next step

	8. In the Account Type field, select the type of account.
	Checking

	9. In the Deposit Type field, select the type of deposit.
Note: Since there is one direct deposit record, all of the net pay will go to this account.
	Balance of Net Pay

	10. In the Net Pay Percent and Net Pay Amount fields, enter the percentage or amount of net pay the employee wants deposited into the account.  Since Balance was selected in the Deposit Type field, these fields remain blank.
	Fields remain blank

	11. In the Priority field, indicate the order in which funds should be deposited in the accounts.
· If you are adding a direct deposit record to one account, enter 1. 
· If you are adding more than one direct deposit, type the appropriate priority of this direct deposit record, such as 1, 2 or 3.
	1

	12. In the Account Number field, enter the account where pay is to be distributed.
	132435465768

	13. Click the Save [image: ] button.
	Record is saved


Your page should look similar to this:

[image: ]

Bank name and address information may, or may not, display when the Bank ID field is completed.
Since the prenotification process has been discontinued, the Prenotification Required check box is no longer used and it will automatically default to blank when a record is saved. Additionally, the Prenote Date field defaults to blank, and the Prenotification Status field defaults to Not Submtd when a new record is added.
Topic Summary
In this topic you learned how to add a direct deposit record.
SEMA4 Help
Add/Update Direct Deposit Information – Steps
Policy and Procedure
Direct Deposit of Employee Pay, PAY0001
Continue to the next topic, Conclusion 
Deductions	Section 8 – Adding a Direct Deposit Record	50
[bookmark: _Toc358813914]Section 9 - Conclusion
Summary
In this guide, you learned how to update and view employee tax withholding information, add vendor and one-time deductions, obtain and view W-2 information and establish a direct deposit record. You also learned about related reports and how to find information about them.
Objectives
This guide included the following topics:
· Updating Tax Withholding Information
You learned to update employee tax withholding information and view a related report.
· Viewing Tax Information
You learned to view tax balance and paycheck tax information.
· Adding, Updating and Ending Vendor Deductions
You learned to establish, update and end a vendor deduction.
· Adding One-Time Deductions
You learned to add a one-time deduction.
· Viewing W-2 Form Information and Obtaining Duplicate W-2 Forms
You learned to use SEMA4 Help to view W-2 information and process W-2 reprint requests.
· Adding a Direct Deposit Record
You learned to add a direct deposit record.
Evaluation Form
Please complete the Evaluation form on the next page and return it to Statewide Payroll Services.
Thank you for participating!
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[bookmark: _Toc358813915]Evaluation
Deductions
Your Name (Optional) __________________________	Date____________________
Agency _______________________
Check the box, which best describes what you learned.
	Concepts
	I Fully Understand
	I Am Slightly Confused
	I Do Not Understand
	Was Not Addressed

	Default Tax Record
	blank
	blank
	blank
	blank

	Effective Date/Adding a row
	blank
	blank
	blank
	blank

	Additional Withholding
	blank
	blank
	blank
	blank

	State Reciprocity
	blank
	blank
	blank
	blank

	Departmental Deduction
	blank
	blank
	blank
	blank

	Direct Deposit Distribution
	blank
	blank
	blank
	blank

	PROCESSES
	blank
	blank
	blank
	blank

	Updating employee tax information
	blank
	blank
	blank
	blank

	Add a vendor deduction
	blank
	blank
	blank
	blank

	Add one-time deduction
	blank
	blank
	blank
	blank

	Viewing W-2 information
	blank
	blank
	blank
	blank

	Obtain duplicate W-2 form
	blank
	blank
	blank
	blank

	Accessing report descriptions in SEMA4 Help
	blank
	blank
	blank
	blank


In what three ways will you apply what you have learned in this guide?
1.	
2.	
3.	

Write any other comments where space allows on this form.  Thank you
Thank you!  Please mail 
this evaluation to the 
address on the front page, 
or fax it to 651/296-8325.
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