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Agenda

• Introduce the IRS 2020 W-4 form
• Provide guidance on completing the 

2020 W-4
• Introduce changes to Employee Set 

up screen

Presenter
Presentation Notes
Our agenda for today:
Introduce the IRS 2020 W-4 form for federal withholding
Review the MA form M-4 for MA withholding
Acquaint you with changes that have been made to Employee Setup screen to accommodate the new federal W-4& provide guidance on completing the 2020 W-4 that you can share with your employees
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2020 
W-4 

Presenter
Presentation Notes
On the screen is the 2020 Form W-4 released by the IRS in early December 2019. 
The IRS 2020 W-4 was designed to conform to the Tax Cuts and Job Act enacted in December 2017.  The goal of the form is provide simplicity, accuracy and privacy for employees while minimizing the burden on employers and payroll processors.  The new form will improve the accuracy of employee withholding amounts. 
BIGGEST CHANGE:  The form no longer uses allowances- instead an employee’s withholding is based on their filing status.



3
2020 W-4 - Step 1 

x
x
x

Presenter
Presentation Notes
Top of the new form, Step 1 Personal Information. 
All employees must complete Step 1 of the W-4
In addition to the usual name, address & social security number, the employee must indicate their tax return filing status. 
There are 3 filing status choices: 
Single or Married filing separately; 
Married filing jointly; or 
Head of Household.  




4
2020 W-4 - Step 2

x

Presenter
Presentation Notes
Step 2 of the 2020 W-4 is completed ONLY if it applies to the employee 
It applies, if the employee has:
more than one job or 
is married with a working spouse, 
The employee has one of 3 options for determining the correct amount of withholding for all jobs:
Use the IRS Withholding Tax Estimator – the IRS says this option will provide the most accurate withholding https://apps.irs.gov/app/tax-withholding-estimator
Use the W-4 2020 worksheet which is on page 3 of the 2020 W-4 
If there are only 2 jobs total, the employee may check box 2(c) of the W-4 (and on the W-4 for the other job).  This option will apply withholding at a higher rate.  Note: this option is accurate for jobs with similar pay; otherwise, more than than necessary may be withheld. 

The IRS says use the estimator if you (or your spouse) have self-employment income, including as an independent contractor.
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2020 W-4 - Step 3
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Presenter
Presentation Notes
Step 3 is optional.  
Step 3 is used to determine the amount of child tax credits and other tax credits. The amount on this line is an annual reduction to the amount of withholding.  
Use the amount entered on line 3 EVEN IF that amount is not equal to the sum of the worksheet to the left in Step 3 because the total may take into account tax credits other than dependents.

Including these credits will increase the employee’s paycheck and reduce the amount of any refund they may receive when they file their tax return. 

If the employee wishes to include other tax credits, it is suggested  they use the IRS Withholding Tax Estimator.  The estimator will tell the employee what to enter in this section.
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2020 W-4 – Step 4

Increases 
withholding

Increases 
withholding 

Decreases 
withholding

Presenter
Presentation Notes
Step 4 – Other Adjustments (optional):
Step 4(a) Other Income (not from jobs). The employee enters the total of their other estimated income for the year, if any. This may include interest, dividend and retirement income.
They should not include income from any jobs. 
Step 4(b) Deductions. The employee enters the amount from the W-4 Deductions Worksheet, line 5, if they expect to claim deductions other than the basic standard deduction on their 2020 tax return and want to reduce their withholding to account for these deductions. This includes both itemized deductions and other deductions such as student loan interest.   
 
Step 4(c)Extra Withholding. The employee enters any additional tax they want withheld from their pay each pay period, including any amounts from the W-4 Multiple Jobs Worksheet, line 4. Entering an amount here will reduce their paycheck and will either increase their refund or reduce any amount of tax that they owe.
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2020 W-4 – Worksheets

Presenter
Presentation Notes
W-4 Worksheets – page 3 of the 2020 W-4
Step 2(b) - Multiple Jobs Worksheet
The employee completes this worksheet if they have more than one job or a working spouse and choose Option 2(b) in Step 2. 
Remember Step 2 only applies to employees with multiple jobs and gives the employee three choices – a) use the withholding tax estimator, b) complete this worksheet on page 3 of the W-4, or c) If there are only 2 jobs total, the employee can check box 2(c) to have withholding applied at a higher rate. 
Worksheet line 4 is entered on the W-4 Step 4(c) as additional withholding each pay period
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2020 W-4 – Worksheets

Presenter
Presentation Notes
W-4 Worksheets – page 3 of the 2020 W-4
Step 4(b) - Deductions Worksheet
The employee completes this worksheet to determine the amount to enter in Step 4(b)   
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2020 W-4 – Step 5

Presenter
Presentation Notes
Step 5:  The employee must sign and date the form for it to be valid
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Minimum for Valid 2020 W-4 

Presenter
Presentation Notes
The minimum requirement for a 2020 W-4 to be valid:
Step 1 Personal Information must be completed a) & b) and the employee must check only one box to indicate filing status Step 1(c) 
Step 5 Sign Here – employee must sign and date
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2020 EXEMPT W-4 

xx

Presenter
Presentation Notes
To claim exemption from federal withholding tax in calendar year 2020, the employee must 
Be able to meet the requirements for exemption as explained in the W-4 instructions page 2
complete Step 1 items a & b (note: since the employee is claiming exempt, 1(c) is irrelevant)
write “exempt” under line 4(c) & 
sign and date at Step 5.
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Defaults – 2020 W-4

• If no W-4 or invalid W-4
Filing status: Single/Married Filing 

Separately
No other adjustments allowed

• NRA employee
Federal filing status: Single/Married Filing 

Separately
“NRA” written under line 4(c)

Presenter
Presentation Notes
If no W-4 or if the W-4 is invalid (missing information), the employee is treated as a single filer with no other adjustments
Statutory Withholding
Employees who are nonresident aliens for tax purposes (NRA) must select “Single” as their filing status regardless of marital status and write “NRA” under line 4(c).
As is true currently, there will likely be exceptions for nonresident aliens depending on their country of residency.  The IRS has not yet updated Notice 1392 which details these exceptions.  Tax will send out a message to Student Payroll Users when Notice 1392 has been issued.
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2020 NRA W-4 

Presenter
Presentation Notes
Nonresident aliens for tax purposes are required to complete Step 1a & b and MUST select “Single” for 1(c). They must write “NRA” under line 4(c) & sign and date at Step 5 
Tax will send out an update regarding the statutory withholding rules for nonresidents when the IRS has issued an updated Notice 1392.  
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• Employees hired in 2020
• Employees who claimed exempt in 2019 
• NRA employees claiming 2020 tax treaty benefits
• Employees who want to adjust their withholding 

for 2020

IRS recommends all employee’s review their 
withholding in early 2020 using the IRS Tax 
Withholding Estimator at www.irs.gov/W4App

When a 2020 W-4 is Required

Presenter
Presentation Notes
New Employees – employees who start in calendar year 2020
Employees who claimed exempt in 2019 
NRA employees claiming 2020 tax treaty benefits
Employees who want to adjust their withholding for 2020

Current employees are not required to complete the 2020 W-4 unless they are claiming exemption or a tax treaty.

Even though the IRS does not require all employees to complete the revised form and even if an employee’s tax situation has not changed, the IRS recommends they perform a “paycheck checkup” to see if adjustments are needed to current withholding. To conduct the checkup, employees can use the IRS’s Tax Withholding Estimator (https://apps.irs.gov/app/tax-withholding-estimator). 
To effectively use the estimator, the employee should have a copy of their most recent pay stub and tax return. Note: It is likely that the estimator will be updated for the 2020 tax tables in early January. 

  

http://www.irs.gov/W4App
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• What’s New?
Beginning in 2020, federal Form W-4 does 

not use withholding allowances. 
Employees who complete IRS 2020 Form W-

4, must complete Massachusetts Form M-4
NRA’s may claim 1 allowance

FORM M-4

Presenter
Presentation Notes
What’s New?
Because the 2020 federal Form W-4 does not use withholding allowances, 
Employees who complete IRS 2020 Form W-4, must complete Form M-4.
https://www.mass.gov/guides/withholding-taxes-on-wages
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• Your employee must provide you a completed Form 
M-4 if any of the following apply:
• They submit a 2020 federal W-4
• Claim exemption from MA income tax withholding
• Request additional Massachusetts withholding 

• If the employee does not complete a Form M-4, 
withhold Massachusetts tax as if the employee is 
single with zero withholding allowances.

2020 RULES FOR M-4

Presenter
Presentation Notes
Your employee must provide you a completed Form M-4 if any of the following apply:
They submit a 2020 IRS W-4.
They claim to be exempt from Massachusetts income tax withholding. In this case, you must have your employee complete Form M-4 each year.
They want additional Massachusetts withholding deducted for each pay period.
If any of the above apply and the employee does not complete a Form M-4, withhold Massachusetts tax as if the employee is single with zero withholding allowances.
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