Personnel Administration Alert                                       2008-7

Issued:  05/07/08


This Alert includes:
 

· Production of a W-2c 
· Retroactivity Related Recommendations 
This is to provide guidance as to retroactive transactions that should be avoided in order to limit the generation of unnecessary W-2c’s.  There are many transactions in SAP that when done retroactively, will produce a W-2c.  While retroactive changes that produce a W-2c can be non-monetary, the majority of retroactive transactions that will produce a W-2c involve monetary changes.  When a transaction that involves a monetary change is done, these will process through Payroll, Third party, and Finance and eventually be filed as an adjustment with the IRS and/or SSA on a W-2c.  
 

Where possible, to avoid the production of a W-2c and to avoid unnecessary retroactivity in SAP, changes impacting the following infotypes should not be processed with an effective date prior to the beginning of the current year:
 

Personal Data (IT0002) - any change to first, middle, or last name.  Keep in mind that a change as simple as removing a period will cause a W-2c to be generated.  When a change to name is needed, it should always be done using the copy function and an effective date in the current year.  Some name changes are being processed in SAP effective the date of birth.  The change function should only be used if there was a mistake in entering the name fields and they have to be “corrected”.  Ask the employee what the correct effective date is and if they provide one in a prior year, advise them that a W-2c will be produced.
 

Personal Data (IT0002) - a change to Social Security Number.
 

Residence or Work Tax Area (IT0207 or IT0208) - Please note that FED should never be chosen as a municipality.  Please review PA Alert 2004-27 and BPP – Maintain Infotype 0207 Residence Tax Area.  ALL changes made to the IT0207 should be made in the current period following these instructions unless there was an administrative error.  
 

Other Taxes (IT0235) - a change to Tax Exemption Indicator Changes made to this indicator from or to a ‘Y’ for Federal Tax, Employee Social Security Tax, Employee Medicare Tax, State Tax, or Local Tax.  Please review BPP – PA Maintain IT-235 Other    Taxes for specific situations.  
 
Withholding Info W4/W5 US – changes made to Tax Exempt Indicator from or to an ‘X’ or ‘Y’ (IT0210).  ‘X’ or ‘Y’ should NEVER be used for this field.  Please review BPP – Maintain Infotype 0210 Withholding State/Federal.  
 
 
      REMINDER REGARDING ADDRESS CHANGES (IT0006) FOR SEPARATING EMPLOYEES:  Please see Alert 2008-3, Information Related to Permanent Address.     If the employee has provided a new address upon separation, the address change should ONLY be made to the Mailing Address and NOT the Permanent Address.  Changing the permanent address on IT0006 will result in negative taxable gross's and a termination error in processing
 
There are many  actions that will continue to require retroactivity such as promotions, reassignments, leaves without pay, etc., however, retroactive actions should be processed only when absolutely necessary to stop unnecessary W-2c production and to stop any unnecessary automatic retro processing in SAP.  
Questions should be directed to Pat Krzykowski in the OA Operations Division. 
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