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Today’s Agenda

• Form W4s (Federal and SC updates)
• Form W2s 
• HCM Pay Stub – a closer look
• Pay Cycle Process
• Additional Pay
• Where to find resources
• Contact Information
• Questions



2020 Federal Form W4

• New form issued 
• Mandatory for all new hires in 2020
• Optional for other active employees
• New hire onboarding task
– Form is completed online; routes to Payroll
– Subsequent changes completed on paper



2020 Federal Form W4

• Required fields
– Step 1

– Step 5 



2020 Federal Form W4

• Optional fields – Step 2



2020 Federal Form W4

• Optional fields – Step 3 and 4



2020 South Carolina W4

• New form introduced

• Uses concept of allowances from pre-
2020 Form W4 (line 5)

• Do not complete box 8, 9, or 10

• PeopleSoft Tax Data – effective dates



Form W2

• Recap of 2019 PeopleSoft W2 Process
• Electronic consent
• Reminder to have employees update 

addresses with HR when applicable
• Online availability while an active 

employee and up to 45 days post-
termination



HCM Pay Stub
C12 Pay Group



HCM Pay Stub
SUM Pay Group



HCM Pay Stub
Leave Without Pay



Pay Cycle Process

• On Cycle vs. Off Cycle
• Explanation of Creating Paysheets
• Loading Retro Ben information
• Loading ITAMS information
• Loading Retro Pay information
• Error Reports and Audit Reports
• Calculations
• Confirmation
• Integration Broke Pause and Release



Pay Cycle Process

• Best Practices for ensuring employees 
are paid on time and without issues
– Adhere to HR Payroll Deadlines (see HR 

Toolbox on Division of HR website)
– Allow time for workflow of approvals
– Double check information submitted
– Use HR queries to check end dates for 

additional pay



Additional Pay
• Additional Pay can be:
– Non-base adjustment (i.e. TSA)
– Other supplemental pay (i.e. CHR)
– One time pay (i.e. BON)

• Additional Pay is recorded in PeopleSoft at 
the semi-monthly amount

• Understanding 9 month vs. 12 month Pay 
Groups when calculating semi-monthly 
amount



Additional Pay

Considerations when completing the 
Additional Pay eForm:

• End dates are very important
– Avoid the 1st or 16th as an end date.
– Best practice is to use the 15th or the end of the 

month (i.e. 30th, 31st)

• Understanding the difference between a “new” 
additional pay and an “update” to additional pay

• Checking the semi-monthly amount in the funding 
section



Where to Find Resources



Contact Information

For assistances or questions regarding W-4s,  please 
email Jake Kiehl: kiehl@mailbox.sc.edu 

For assistances or questions regarding W-2s, 
Additional Pay and the Paycycle Process, please email 

Wanda Martin: marti838@mailbox.sc.edu

For assistances or questions regarding Pay Stubs, 
please email:  USCpay@mailbox.sc.edu
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Questions




