The information provided here is for informational and educational purposes and current as of the
date of publication. The information is not a substitute for legal advice and does not necessarily
reflect the opinion or policy position of the Municipal Association of South Carolina.

Consult your attorney for advice concerning specific situations.
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Disclaimer

* Nothing contained in this presentation is
intended as a substitute for legal advice.

* Please consult your municipal attorney for
legal advice.

* All websites, phone numbers, and examples of
forms given in the presentation as are current
as possible.
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Information Covered:
Reporting:
* New Hire Reporting
* Quarterly Reporting

* Year End Reporting
Other Payroll Topics:

* Levies

* Garnishments

* Direct Deposit

* Fringe Benefits Gifts
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What is Payroll Reporting?

Payroll reporting involves the
documentation and analysis of payroll data,
including wages, taxes, benefits, and

deductions.

Ensures compliance with regulations,
facilitates accurate financial reporting and

provides insights for decision-making.
Wendy N. Kelly, MSHRM, PHR, SHRM-CP

What is a Federal EIN and Why Do |

Need It?

22222 t Employee’s social security number |

OMB No. 1545-0008

o Employer's name, address, ant

b Employer identification number (EIN)

E

00-0000000 |

1 Wages, ps, other compensation

3

3 Social security wages

5 Medicare wages and tps

7 Social security tips

d Control number

9 Verification code

‘@ Employee’s first name and inital

Tast name.

Suff.| 11 Nonqualified plans

0" 0

New Hire
Reporting

Set up employee’s payroll
information.

Report all newly hired employees
to SC Department of Social Services

within 20 days of hire.

Verify the legal status of new
employees through the E-Verify
website within three days of hire.

Enroll new employees in insul
plan and appropriate retirement
system within 31 days of hire.
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PAYROLL INFORMATION FORM

E m p | Oyer Dlslmmk\h DL Sme Tob Grade. Veera?
Internal
Form s Hsm ity

BN

S Rtemeat (SCES)
RS)

Eos—
e coe T Potic Ot

Eaployes S ety

o T T iyt wll b el o

Section 41-10-30 Notification at time of hiring:
* Normal hours agreed upon
* Normal wages agreed upon

SC LaW * Time and place of each payment
. . * Deductions to be made from wages
N0t|flcat|0n * May provide this notice by posting conspicuously
at work
tO E m pl Oyee * Changes must be made in writing 7 calendar days
Req u | reme nt before they become effective

* Keep records of names and addresses of all
employees; and all wages and deductions for
three years

*  Furnish each employee itemized statement
showing gross pay and deductions made from
wages each pay period

Federal
W-4
Form




Federal W-4 Form Page 1
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State W-4 Form

) T‘ South Carolina

*DSS
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Empleyment Elgsbiy Verificatien

E Verify
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. Enroll New
. Hirein
: Insurance
and State Health Plan
([
. Enroll New
. Hirein
: Retirement
= 24 SC Retirement b\stcm:.w
and State Health Plan
([




How Many Pay
Periods Per Year
VS.

How Many
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Withholding
Periods Per Year

|
Paycheck for Work

1028
o Mav 1,201

-~ Hardworking Staff = $ 675.80

L e i ,M@EEJ

w025

Earn Gross
Wages Pay

Net
Pay

Withholding

Income Tax Retirement Insurance Garnishment Levy

o State Tax *PEBA * Health/Dental  Child Support
« Federal Tax SCRS/PORS *Supplemental +Bankruptcy
«(FICA) * Deferred e Student Loan

Comp/401k

*IRS
*SC DOR
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Withholding

Mandatory or Voluntary

Income Tax Insurance Garnishment
IRS.

o State Tax *PEBA *Health/Dental  Child Support
« Federal Tax SCRS/PORS eSupplemental  «Bankruptcy *SC DOR
«(FICA) * Deferred «Student Loan

Comp/401k

Jl Remit Funds
Withheld to Agency
Il Report Funds § S
Withheld A
W Other Quarterly "
Payroll Reporting A

Withholding

[JHST TO BE ON THE SAFE SIDE/ WE:I

WITHHELD EVERYTHING THIS WEEK.
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Remit Withholdings

Submitting Federal Withholding/FICA - each payroll

CANGEL ATAX PRVME!

CHECK PANNENT WITORY.

cLeAr FoRM «PREVIOUS | NEXT >

27 WESTAT) |

Submitting State Income Tax Withholding - each payroll

MyDORWAY*
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Remit Other Mandatory
Withholdings - each payroll

Child Support

PEBA Retirement Participants

SC PUBLIC EMPLOYEE BENEEIT AUTHORITY

Trouble signing In?.

» Confact E£S Support

30

10
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Federal Form 941 - Quarterly

11
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MyDORWAY*¥

MyDORWAY
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= Withholding Tax
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MyDORWAY* D®SR

= Withholding Return - 0 s § oo

€ Home > WiboungTax 3 Witk Retr

WH-1605 Name: Ty oF wesT cotuweia
File Number: 2510970

Withbialding Fiing Paiog: a1 2021
Quarterly Tax Return 2
nstrctons Oue One: 2o 30 2021

e — heck i b f hebusinessvas 30, permanenty

e auarr o o onge s o0 ok Suth

Eorons

Quarterly income Tax Information

1 Quaterty South Corgin Incare o Uit (o sources)

2 Quatery South Garone Icome Tox Payments Prevously ade Reaure
3 Sou Caroina Refune 000
3 Sou Caroina Tox Due o0
5. Prieced Penaty o nerest o0
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State DEW UCE-120 - Quarterly

SOUTH CAROLINA
DEPARTMENT OF EMPLOYMENT AND WORKFORCE

QUICK LINKS

Regsiration informaton or
Employers

Regeiation informaton or Agents

N

Hel, Supgortand FAGS

Contact Us

Weicome To South Carolina State Unemployment Insurance Tax System

Employers who have paid wag jrod omployment must regitor for an employer account. Aftor
the registration is complete you will recowe an Employer Account Number (EAN) and can begin (o il
wage reports and maintain your account via the oniine systemn.

I Need To

+for an Account

Gontinue Regisiration Login o my Account

e
3 8 cmojers oo g—— B G cmporers

shenticats my Account

8 g cores
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'soumcnoum Welcome fo the Enploye SelfService Poral | # || 4= a1

-\ DEPARTMENT OF EMPLOYMENT AND WORKFORCE

Emplc 125508 Welcome ‘Buil Version SC1.00
P
ot ki + Employer Wage Submi X *

P————
W e .

[E—— [— r—
[ - o s Bk o ety

ran e [ sy e
A tatoeie
‘Select Submission Type

13
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' SOUTH CAROLINA

EPARTMENT OF EMPLOYMENT AND WORKFORCE
ErpiaeD:12558 Welcome

EnplyeNare:CTY OF VST O
+ e X ©

Bsiess ey Tipe: O Govere

Welcome o the Employer Sef-Senice Potal

Bk Verion SC 100 s D 20322

Pl ket i+ e i

|

Unvead essages
‘ @ wwan

T -
[ JErTrr— s enarestcauns i
A voumeoines ™ e e
oo

e s

[EmTE———

WagesFing and Payment

Yo R Upgme

v v
v v
v v
v v
v v

=l o moma_|_e .
P Etsmied Mokt xPuthie
s o i Notlabe | Doeppracing
viEw Moge
Total Unpaid Ul Taves and Amourt Due: Qick Acions BenefitCharges
Uichage s s = cmesdison: "

41

' SOUTH CAROLINA

PARTMENT OF EMPLOYMENT AND WORKFORCE
Weloome

+ e e Stmasint X

Semtsamasn e

-
Eployer fomaton
-
s
Reoring e
Subrnt Wages
‘Sbmission Summary

Reprt Ve Qe 207

Toa Out o e Taabl Wages:

SimissinTie:
Coutof Wages Dt
Countof Ot of St Woge Detals:
W Tl ToolTabeOsoiSuwe Locson
Pd WagesPad Nome

PEBA Retirement Participants

Trouble signing In?.
» Confact E5S Support
Forgot password / Unlock

Browser Compaibil

SC PUBLIC EMPLOYEE BENEFIT AUTHORITY

Disclaimer

auiorized users

Retrameni Systema Confdentalty Agreement

3/13/2024
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PEBA Retirement Participants - Quarterly

ity of West Columbia - /32.03

torly Deposit Form - December 2020

e 3 _cusshs e Daceniner 2020

st siasnsazn [

i ~ Retmi i Bing

o s
o

swwn pawss
T
£ o
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PEBA Retirement Participants

Due Date Calendar - SCRSIPORS/State ORP"

.C. Public Employee Benefit Authority Pt

Retirement Benefits.

Fiscal Year 2023 - 2024

MONTHENDNG _ REPORT, FORM, & MONEY ReQUIReD | DU DATF?
oo VONTHLY DEPOSITFOR | AUGUST a1 2023

‘CUARTERLY DETAI REPORT
NovEMEER 3. 2123 VONTHLY DEPOSITFOR | JaNUARY 2 2028

E N e pe———

a3 2020 VONTHLY DEPOSITFORN | FESRUARY 20.202¢
FeBRUARY 23,2021 VONTHLY DEPOSITFORM | #°RIL1T 2020

R 202

a3y 2021

GUAATERLY O TAL REPORT
VONTHLY DEPOSITFORI | MY a7 2020
oNTILYDEROSITRORN | a1 2026

e .20

COTERTDETOSTOWAD | v 2t

PEBA Retirement Participants

Retirement Plan Member Contribution Rate

SCRS
PORS
Employer

retirement
contribution

Retirement
plan

PORS 20.84%

9.00 % of earnable compensation
9.75 % of earnable compensation
Incidental Accidental

death benefit death
contribution® | contribution”

Total employer
rate

0.20% 0.20% 21.24%
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Retirement — Employer Manual

@rLBa

Covered Employer Procedures Manual

Fiscal year 2024

https://www.peba.sc.gov/sites/default/files/er_manual.pdf

3/13/2024
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Quarterly Report Due Dates
941, WH-1605, UCE-120

January — March April 30
April - June July 31
July — September October 31
October — December January 31

/ﬂng Stretch,

16
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CALES ABOUT W2'S
ARECOMING
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o Employes's soc securty mumber -
e2cee 123-45-6789 OMB No, 1545-0008 ¥
' Employe dantfcaton numbar () T e 2
e $47,000.00 $4,700.00
 Employer's name. address, and ZIP code O
.  $50000.00 $3,100.00
\ZB?EEmp:{uw 5 Medicare wages and tips 6 Medicare tax withheld.
sy Sro $50,000.00 §725.
> X
Washingionk DO 2G: 7 Soaal secury tps. & Alocated tips
@ Goniol mumbar 0 70 Depondon cars banaits
« Emplojess it rameand il Lastrame S| 11 Nonauaitod pans / 2
T
Ima B. Taxpayer 0 0 T |
456 Main Streot 14 Ot 20
Philadelphia, PA 12345 |
2
1 Empoyoo's addross and ZIP cod S o
15 Sate  Empl 16 otc |17 18 Local e 20 Localtyrame|
PA | 55222000222 $50,000.00 $1,535.00 $50,000.00 I $800.00 ‘ TGP

o W=2 Wage and Tax Statement
Copy 1—For State, City, or Local Tax Department

E D E U Dapartment of the Treasury —Intemal Revenue Service

17
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MyDORWAY*

WH-1606

S5k0118

Health Coverage

g rgn o e vt s O
.

Fe=

P

ot [l e]h oe]
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095-C Employer-Provided Health Insurance Offer and Coverage —
> Do ot afach o yourax rtum. Keep fo your records. O

LT e e——

St sy 590

voin
CORRECTED
Member (Emy

® Gy i e
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CE=rr—— 5 Gy 27 e

[Plan Start Month (entr 2-dgit number:
g ot Nov

-.1094-B

Transmittal of Health Coverage Information Returns

L L T —

10

;

-

For Official Use Only
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7171 VOID__[] CORRE

PAYERS ram. sveetadiess, oy or toun, state or provice, courty, 2P
orfoogn postal code, an talaphons o

O Mo 15450716
Forn 1099-NEC

(Fov.January 2020)

Nonemployee

or caendar your

PAVERS TN FEGPERTS TN

T Nonemployes campensston

FEGIPENT'S rame

2 Payer made drectsaen oaing 56 000 or e of
consumer products o recipient for resle

3

Strest adres (rchudng 3. 70)

Gty o town, ite o« provice, couty, nd 2 or freign posial o038

4 Federaincome tax witheid

s

S Sate ax winhe

“Accour rumber (see nerustons) BT

& SiterPayors siae v

TSawincome

S
$

s

Form 1099-NEC (Rev. 1-2024) Cat. No. 72590N ‘Www.rs.gow/Form 1098NEC.
Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page

9595 VoD

STED

Dspartment o the Treesuy - Interma Revenue Servce

]vol i
ortoraan posal coce, nc eepnies . s

s

o 1099-MISC|  Miscellaneous

Forcaencaryear

Copy A
For

PAVERSTIV FECPENTS TV

s

Service Center

Fil with Form 1096,

REGENTS mame

T oy e droct e

8 Sonsiute paymerts o

For Privacy Act
perwork
Reduction Act

Sieet s (nladng st )

10 Gros proceoas pad o 3n
oy

s

Notice, see the

current General

Instructions for
Cer

s

Information
Returns.

s

(3

Fom 1080-MISC (v 1200 Cot

Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page
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Audits Related to Payroll Data

Internal / External
ACFR
IRS

Workers Compensation

Others...

20
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ChaIIenges in Payroll Reporting

«\'{’Xx
co“‘p\ “\\t“‘ d,“w“*
g«\? ey Cg\\V

E

Aoeanooy

==
&

Security

i wesrdD
Y

Strategies

* Automation
* Integration
* Training

* Qutsourcing

— e N
_— e |
H'“.!Gs—-‘-‘OT'!L‘" T amL e
7,918

e *"“"‘”"gummmdm

*t’ehzlz‘éi"u sEhhaiding

Wage Levies

21



65|

3/13/2024

INCOME WITHHOLDING FOR SUPPORT
. a ‘CRIGIIL BCOME TR, Do OmOERATIE FON BUPPORT () ) ANENORD MO

22



Reasons to Make
the Switch to
Direct Deposit

CITY OF WEST COLUMBIA - PAYROLL DIRECT DEPOSIT FORM

Employee Last Name FirstName Employees
‘Aot [ Bank Name AoouriTpe |
' O Checking 0 Savings
Rowing# | Account® Amourt o Deposi.
| B orRO.
‘Acct | Bank Name: ‘Accourt Type
2 O Checking 0 Savings
Routing# [ Account#
s OR O Balance of the Nt |
[
e o e o
or i 1wish
to receive a paper check each pay period.
e
0am
deprner s i o il aczoun rmatn v
Aiestioo

pay poriots may be required beor roqesied change can b .

Hamar [T

ot ¥
Hows v SR ke
oo wx e wom  ena
|t o wme  omm me
arats 0 mes  wu
oncat

Employees
Should
Review

Each
Pay Stub

3/13/2024
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The only sure things in life
are death and faxes.
Too bad they aren’t
i that ordler.

/ A\
NN

24



Resources for Payroll Reporting

*  Reporting Forms:
ht ire.sc.gov/#/ Website admini by the SC D of Social Services

https://www.dhs.gov/ Department of Homeland Security
https://www.cfips.gov/efips/ Electronic Federal Tax Payment System
https://scbos.se.gov/ South Carolina Business One Stop offers access to SC Dept of Employment and
Workforce (SC DEW), SC Department of Revenue (SC DOR), and SC Department of Health and
Environmental Control (SC DHEC).

* Labor Statistics
— www.bls.gov/ces Burcau of Labor and Statistics provides Current Employment Statistics (CES)

on employment , hours, and carnings on workers.

« Personnel Action Forms & Personnel Policy

° RS
www.irsgov Employee Withholding Allowance Certificate

https://www.irs.gov/individuals/tax-withholding-estimator Tax Withholding Estimator
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HALLELUIAH

L)

-

-

PAYROLL IS FINISHED!

Reporting Requirements and
Deadlines for Payroll

75 |

Thank you for your time!
Any questions?

 HEAD WEST

Carrie Garrett
Director of Human Resources
803.939.8603
cgarrett@westcolumbiasc.gov
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