
October 13, 2020

TO: Business, Payroll and Personnel Administrators
Los Angeles County School and Community College Districts
Charter Schools and Other Local Educational Agencies

FROM: Laura Gutierrez, HRS Coordinator
April R. Casey, Payroll Systems Coordinator
District Personnel Information Services
Division of School Financial Services

SUBJECT: Changes to the Human Resource System – Payroll Tax Status Screen 01/030

In December 2019, the Internal Revenue Service (IRS) officially released a redesigned IRS Form W-4 
with major revisions.  Informational Bulletin #5114 (December 26, 2019) provided details on these 
significant revisions and guidance for districts to follow until programming changes in the Human 
Resource System (HRS) were complete.   

This bulletin details changes to HRS, which support these new tax reporting requirements. Changes to 
the functionality of the Employee Data Base (EDB) Payroll Tax Status Screen 01/030, and new system 
messages/edits related to the new tax codes, will look and function differently.  These changes become 
effective on Monday October 12th and this information should be shared with all HRS users in your 
district or agency.  

New Functionality, New Look:
In order to help prevent user error with payroll tax calculations, we have modified the HRS 01/030 
screen by adding new fields, programming and system messages.  Users will be able to make changes to 
all federal fields on the screen except when claiming federally exempt, which will now only require and 
allow two fields to be updated.
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Basic Navigation:
Upon first entering the screen, all fields will be available for updating. All W-4 changes made January 1, 
2020, or later must be entered using the word “NEW”. Either a “Y” or “N” must be entered in the “New 
Fed Tax-Exempt” field.  Once these new fields have been populated, users should hit the “Enter” key.  
HRS will then apply programming to ‘lock’ the “Federal Old Allow” and “Old Addl Withholding” 
fields and additional data entry will be prohibited.  This new programming ensures taxes will be 
processed using the new tax rates.

Confirmation of the New Calculation Method:  
Users must enter a “Y” as a confirmation and hit “Enter” a second time in order to save and store the 
information in the HRS database.  This step, and the new programming, ensures that payroll taxes will 
be processed based on the new 2020 IRS W-4 Form stipulations, and related tax tables.   

No Action Required in Certain Circumstances:
No action is required for employees hired before January 1, 2020, who have not requested and submitted 
an updated 2020 W-4.  Employee allowances and additional withholdings remain in place and are 
calculated utilizing the pre-2020 payroll taxation calculation method.  Additionally, no changes were 
made to the functionality of the State Tax fields and they will continue to function as before.  

Employees Claiming Exempt:  
When newly indicating “Exempt”, HRS users must enter “New” in the “Fed W4 Method” field and must 
enter “Y” in the “New Fed Tax-Exempt” field.  No other Federal input is required.  Please note:  When 
claiming “Exempt” under the new tax rules, employers will not be allowed access to the “Extra 
Withhold” field for “Box 4C”. See attached example below.  

Importance of the Multiple Jobs Field:
The HRS field labeled “2. Multiple Jobs” allows the system to know whether to tax at the “Standard” or 
“Multiple Job” Tax Rate.  An “N” in this field will tax at the “Standard” rate and a “Y” will indicate 
higher overall earnings (multiple jobs or earners) and tax at the “Multiple Job” tax rate.  Please see 
Attachment 1 for the updated “Year 2020 Tax Rate” chart.
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Reverting to the Old W-4 (prior to 2020) Calculation Method:
Users may encounter the uncommon circumstance of needing to revert back to the prior method of 
calculation.  The “Federal Old Allow” and “Old Addl W/Holding” fields are still available for use if 
updates, for example, were inadvertently made to the wrong employee record.  Programming is in place 
to prevent users from unintentionally reverting to the old method.  If a user wishes to revert to the old 
method, a confirmation message will require verification.

To revert back to the old method, a user will enter “Old” in the “Fed W4 Method” field and “N” in the 
“New Fed Tax-Exempt” field.  The user should then hit “Enter” which will produce a new HRS 
Message, “Enter “O” To Override the New W4 Taxation Formula”.  This will unlock the old Federal 
Taxation fields and allow users to enter data.  Users should then hit “Enter” and save their changes in 
order to store and update the screen. See attached example, below.

Updated Reports:
Changes have also been made to two HRS reports, allowing users to review the W-4 taxation that was in 
place for each employee at the time payroll produced.

AIMS140 – Tax Change Register
PAYR095W – Payroll Tax Withholding  

Examples of these reports are included as Attachment 2 and 3, and can be found in RAD as a 
supplement to the current reports already in use.  The new PAYR095W is located at the end of the 
“PAYR095B – Payroll Audit Register – Bundled Reports”. 

Next Steps:
Districts can immediately input any 2020 IRS Form W-4s they have collected this year from employees.  
Attached to this bulletin are illustrations and examples of the new functions and programming in place.  
Districts, especially those utilizing an ESA cycle, should consider timing of changes as taxation will 
aggregate back for the month.

Resources:
LACOE Informational Bulletin #5114 – “New 2020 Internal Revenue Service (IRS) Form W-4”
https://www.lacoe.edu//Portals/0/zBulletins/5114.pdf
Employee’s Withholding Certificate – IRS Form W-4 (2020)
https://www.irs.gov/pub/irs-pdf/fw4.pdf

Questions:
If you have any questions regarding this bulletin, please contact April Casey by email at 
casey_april@lacoe.edu or Laura Gutierrez by e-mail at gutierrez_laura@lacoe.edu.

If you need assistance using the HRS system and/or enhanced functionality, please contact the 
Employee Services Unit via email at SFSEmployeeservices@lacoe.edu.  If you need assistance with 
payroll tax calculations, contact SFS_Payroll_Support@lacoe.edu.

https://www.lacoe.edu//Portals/0/zBulletins/5114.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
mailto:casey_april@lacoe.edu
mailto:gutierrez_laura@lacoe.edu
mailto:SFSEmployeeservices@lacoe.edu
mailto:SFS_Payroll_Support@lacoe.edu
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New HRS Payroll Tax Screen 01/030

1. FED W4 METHOD:  Users must enter “New” if the employee is making a change or “Old” if 
reverting back to the old method (only applicable in the case of an error)

2. NEW FED TAX-EXEMPT: Enter a “Y” if the employee is claiming “Exempt” on the 2020 W-4 
Form or “N” if the employee is not claiming “Exempt.”

3. Hit “Enter” to lock the old/prior “Federal: Old Allow” and “Old Addl W/Holding” fields if 
“New” is entered on the FED W4 METHOD field.

4. If “New”, user may now enter information in the following new fields based on completion of the 
new W-4 Form.  Not all fields are required. Review the 2020 IRS Form W-4 instructions for 
guidance:

a. Item “2: Multiple Jobs” – Enter “Y” or “N”
i. Leave blank if the employee is claiming “Exempt”

b. Item “3: Claim Dep Cr” – Enter whole dollar amount if applicable
c. Item “4A: Other Income” – Enter whole dollar amount if applicable
d. Item “4B: Deductions” – Enter whole dollar amount if applicable
e. Item “4C: Extra Withhold” – Enter whole dollar amount if applicable

Reminder:  All W-4 changes effective January 1, 2020 or later must use the new W-4 form and must be 
entered utilizing the new fields.
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New HRS Payroll Tax Screen 01/030 – System Message

New system messages are in place to guide users in completing the screen.

Users should grow accustomed to hitting the “Enter” key after updating the new “Fed W4 Method” 
field.  This will enable new programming and lock the old fields from use.  Fields “2 - 4C” are now 
available for use.

If the user does not hit “Enter” immediately and updates or leaves the previous information in place, the 
system will highlight errors and provide a new edit message in the Message Bar.  Users must then 
follow directions to complete and update the screen successfully.



Changes to the Human Resource System – Payroll Tax Status Screen 01/030
October 13, 2020
Page 6

Claiming Exempt Using The New HRS Payroll Tax Screen 01/030

1. Enter “New” in the “Fed W4 Method” field
2. Enter “Y” in the “New Fed Tax-Exempt” field
3. Hit Enter, Save with “Y” and “Enter” again to store changes

New W4 guidelines, no longer allow for “Additional Withholding” when claiming “Exempt”. 
Programming has been added to prevent users from entering a dollar amount when entering a “Y” in the 
“New Fed Tax-Exempt” field.
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Example: Reverting Back To Prior Tax Calculation Method

Once a new 2020 Form W-4 has been submitted, districts should only modify the screen using the new 
fields. The only exception is if a user accidentally updates the wrong employee record and the employee 
needs to be corrected back to the previous information.

To revert back to the prior calculation method, users shall enter “Old” in the “Fed W4 Method” field and 
hit “Enter.” A new warning message will let users know they are overriding the new taxation method.  
“Enter “O” To Override New W4 Taxation Formula”. User must enter an “O” in the Action Field and 
hit the “Enter” key to unlock the “Federal Old Allow” and “Old Addl W/Holding” fields to re-enter the 
previous (correct) information.

Approved:
Sean Lewis, Assistant Director
Division of School Financial Services

LG/AC:sm
Attachments

SFS-A-18-2020-2021
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Payroll Tax Withholding Report – PAYR095W 
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