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1. What are the required documents needed each pay period?
Please refer to the required documents schedule (https://www.doa.virginia.gov/onlineservices/PayrollServiceBureau/MaterialsRequired.pdf).
Below is a summary of documents required:
New Hires - W-4, VA-4 (or non-Virginia withholding form), VNAV screen print (if classified), programmatic coding (in CARS expression), authorization forms to support other deductions (pre or post-tax parking, optional group life enrollment, supplemental insurance enrollment, other agency specific deduction enrollments or VSELP enrollment).
Wage to Salaried – provide wage position separation date and final wage hours worked prior to updating PMIS for classified appointment.  If a TAL user, final wage hours should be loaded via TAL.  Refreshed W-4’s, VA-4’s (or non-Virginia withholding form) and direct deposit are required and must be submitted.
VSDP – please send Reed report updates along with supporting TAL prints or leave slips.  Please also provide the VSDP Election to Use Leave or Disability Spreadsheet (attached to this email) so we may better serve your payroll and benefit needs.  If the agency is not using CIPPS, please provide substantiation of the leave balances at the onset of the claim so the claim can be worked on an on-going basis and to lessen the need for further follow up.
LWOP dockings (less than 15 calendar days) – submit transmittal or hours-to be docked, including associated dates. 
LWOP dockings (greater than 14 calendar days) – update PMIS with LWOP type, transmittal or hours-to be docked, including associated dates. 
LWOP extended leave – if leave share, transmittal with leave share donations, copies of employee personal payments for health coverage continuation.
Retirement/Termination/Transfers – confirmation of final hours and last day worked.  If transfer, notification of effective transfer date. One time deferral forms (must be received in the month prior to the leave payout and must bear signature of agency party who received the form).  Notification of disability credit disposition is needed.  For wage employees, provide employee name and EID and update PMIS once final hours worked have loaded via TAL. 
Court Ordered Withholding (garnishments, levies, liens, child support) submit via the portal.
Bonuses or Cash Awards – submit PSE310 screen for classified, wage bonuses must be approved via transmittal as previously handled.
2. Key Dates (https://www.doa.virginia.gov/onlineservices/PayrollServiceBureau/KeyDeadlineDates/2020Semi-MonthlyKeyDeadlineDates.pdf, https://www.doa.virginia.gov/onlineservices/PayrollServiceBureau/KeyDeadlineDates/2020Bi-WeeklyKeyDeadlineDates.pdf)
Please help us by adhering to the processing dates as shown on the operations calendar and the key dates schedules.  The Bureau will process all materials received by the paperwork deadline dates but materials received after the deadline date has passed may not be processed until the following pay period.  Late material submissions will not result in off-cycle payrolls processed. 
3.  Do PMIS user agencies continue to update PMIS or can email be used to provide authorization?
There is no change to this process. PMIS users must continue to update PMIS evidencing authorizing actions.  There is no change to this process for non-PMIS users.
4. If my agency is a TAL user for wage hour submission, do TAL batches still have to be transmitted or can the information be emailed?
For compliance purposes, TAL batches must still be transmitted.  Please be sure to review the TAL reports to identify those with outstanding submissions.  
5. Have there been changes to the TAL the transmission deadline?  
Yes, agencies were notified by TAL support that batches will no longer load if created after 4:40pm so please be mindful of this adjusted schedule.  For assistance, please contact TAL support. 
6. Must direct deposit be used?
Yes.  Most employees are required to have direct deposit.  All agencies should ensure newly hired employees complete a direct deposit form upon hire.  Contact Pam Benos for control measures that should be followed.  
7. Is there a change to Court Order Handling?  
Yes, court orders must be served at the agency until further notice because staff are working remotely.  If new orders are received, please scan them via the Bureau’s secure portal for processing.  The Bureau will continue to answer Court Orders on your behalf.
8. Will I continue to receive a Pre-Certification packet for review in advance of the Certification deadline?  
Yes, that is our plan, time permitting and no unforeseen circumstances.  If a Pre-Certification packet cannot be provided in advance, a list will be provided to identify those employees not receiving regularly scheduled pay for your review and handling direction (see #9).
9. Will additional exception reports be provided to identify employees who will not receive a pay check in advance of Certification?
Yes, prior to the Certification deadline date, we plan to distribute a list of employees needing special attention and review because they may not currently be scheduled to receive their regular pay.
10. Can I certify the Bi-Weekly and Classified pay on the same day in the coming week or earlier than the Certification deadline?
Possibly.  The upcoming Bi-Weekly Certification deadline date is 3/24 and the Classified Certification deadline date is 3/25.  The Bureau will make every effort to certify as soon as all inbound files interface and exceptional items processed.  This may be on or before the Certification deadline dates.  
11. If I don’t sign the payroll authorization to certify pay, can this be done by email?
Yes, the certifying officer or alternate certifier can email the details from the certification authorization page (using the snipping tool to snip details from the certification authorization page) or the following information can be copied and sent.
· Pay Frequency
· Voucher Number
· Period Begin and End Date
· Payment Date
· Gross Amount
· I have reviewed the certification materials presented by the Payroll Service Bureau for my agency, and I authorize DOA to enter the certification for my payroll.  I reasonably believe these transactions are necessary, accurate and appropriate.
12. Who do I return my certification approval to?  
Please either return the authorization via the secure portal or email it to the assignee or reviewer.  If returning via email, please also include Michael Hall (michael.hall@doa.virginia.gov), Shannon Gulasky (shannon.gulasky@doa.virginia.gov) and Pam Benos (pamela.benos@doa.virginia.gov) when returned for expeditious handling.
13. Will there be off-cycle payrolls for special pay handling?
Off-cycle payrolls will be kept to a minimum, as much as possible.  Our goal is to plan for one off-cycle pay run each week to handle exceptional items (to accommodate items such as VSDP approval extensions).  A future communication will be forthcoming once finalized.  
14. How will live paychecks and third party checks be handled?
For participating agencies, all live paychecks will be shipped next day UPS delivery to agencies for distribution to employees, as noted on the operations calendar.  Live checks cannot be picked up from DOA.  If you received an email from DGS about check pick up, it does not apply to Bureau participating agency’s payroll checks. For those agencies that previously indicated live check pick up as the mode of check distribution, these agencies will be asked to confirm a delivery address. 
15. How can I help an employee understand whether the amount of Federal Withholding Tax withheld is correctly calculating based on a new withholding form that may have been submitted? 
The new withholding forms and resultant tax withholding may be quite different from expected results, and can be confusing.  Please encourage employees to review the amount of federal withholding taxes withheld each pay period.  
Payline has now been updated to show the new W-4 fields.  Once a 2020 W-4 form is submitted, any additional withholding amount will show in Payline as ‘Extra Withholding’ and not ‘Add Amount’.  Additional amounts for W-4 forms prior to the 2020 W-4 will continue to show in the ‘Add Amount’ column.
Please encourage employees to use these sites to check their withholding.
If you receive questions from employees, please refer them to the Payroll Bulletin (https://www.doa.virginia.gov/reference/payroll/bulletins/2020/2020-03.pdf).  The explanation provided is excellent.  At the end of the bulletin, there are several websites that employees are encouraged to use to check their withholding (below is the excerpt)…
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16. What if I have questions or need additional assistance?  
Please email Michael Hall (michael.hall@doa.virginia.gov), Shannon Gulasky (shannon.gulasky@doa.virginia.gov) or me (pamela.benos@doa.virginia.gov) if additional assistance is needed.  One of us will be in touch with you as quickly as we can.
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Paycheckcity.com provides a free calculator than can be used to calculate employee’s pay from gross to
net:

htt rcheckcity.com/calculator/salar

The IRS has also provided an excellent tool that can be used to determine whether or not the correct
amount of federal withholding has been deducted from an employee’s pay. Enter the taxable wages and
other information from the W-4 to see the amount ﬁlmt should be withheld. This tool also works for W-4s
submitted prior to 2020.

The IRS Income Tax Withholding Assistant for Employers 2020 may be found on their website at:

https:/www.irs.gov/businesses/small-businesses-self-employed/income-tax-withholding-assistant-for-
employers





