
Institution Administrator Call
December 9, 2021



Agenda
• Banked Leave Eligibility – 11/24 Call Follow-up
• Portal Articles
• Domestic Tax Renewal
• FY 2023 Organizational Dept Updates
• TTC Employee Choice (Voluntary Reassignment)
• Enrollment Deadline Worksheet
• New Employee Benefit Presentations



Banked Leave Eligibility – 11/24 Call Follow-up

• Nonexempt Supervisors who receive exempt leave accrual and banked leave 
eligibility are identified by their job code

• Effective with the TTC implementation on 11/7/21, the job codes end with an 
“X”



Portal Articles

Recently posted articles:

DECEMBER 1: University Staff: Banking Leave Balances

DECEMBER 2: University Insurance Association (UIA) Life Insurance - Annual Premium Deduction

NOVEMBER 29: 2022 Increase: Retirement Plan Contribution Limits

NOVEMBER 22: 2022 Social Security and Medicare Tax

Upcoming articles in December:

• Update Your Address for Tax Form Distribution
• 2022 Benefits ID Cards
• 2022 Benefit Premium Deductions
• 2022 Benefit Change Reminders

https://uwservice.wisconsin.edu/news/post/690
https://uwservice.wisconsin.edu/news/post/691
https://uwservice.wisconsin.edu/news/post/689
https://uwservice.wisconsin.edu/news/post/688


Domestic Tax Renewal

• Combination of automated and manual processes to renew tax 
exemptions that expire annually

• Federal and/or State Withholding Exemption
• W-200 (Employees pre-paying Wisconsin State Tax)
• WT-4A (Employees electing to withhold flat amount of Wisconsin State Tax)
• IRS Form 673 (U.S. Citizen performing UW work and residing outside USA)

• Federal Withholding Exemption Renewal Timeline
• Expires after January C payroll
• Employees notified week of 12/13/21
• Employees to turn in forms by 1/28/22
• Payroll entry deadline 2/16/22
• Employees without new forms entered will be reset to Single / 0 Income 

Adjustments on 2/11/22



Domestic Tax Renewal
• State Withholding Exemption Renewal

• State Exemptions expire 4/30/22
• If an employee renews their federal and state before the state deadline, both will be 

renewed
• A separate reminder will be sent for State renewal in April

• Other exemptions have different deadlines
• W-200 Expires after December B biweekly
• W-200 Entry 12/22/21-01/05/21
• WT-4A Expires before the April A payroll
• WT-4A Entry 4/01/22-4/13/22
• IRS Form 673 Expiration Varies by Individual

Resource: uwservice.wisconsin.edu/docs/publications/pay-domestic-tax-renew-
expiration.pdf

https://uwservice.wisconsin.edu/docs/publications/pay-domestic-tax-renew-expiration.pdf


Domestic Tax Renewal

• Employees that use MyUW portal W-4 for exemption renewals will 
automatically have their radio buttons set correctly

• Employees must use the Form W-4 when renewing their exemption 
status

• www.irs.gov/pub/irs-pdf/fw4.pdf 

• Renewal emails will be sent automatically through HRS and a list will be 
provided with the impacted employees

• Bounce backs will be forwarded to the campuses for follow-up

https://www.irs.gov/pub/irs-pdf/fw4.pdf


Domestic Tax Renewal
When notification process runs, W-4 processing status changes to “Notification 
Sent”
NOTE: This is in the “W-4 Processing Status” menu

When new W-4 received, person entering must change status to “New W-4 
Received”

If the status is not changed, employee will be changed to single/0 adjustments 
when W-4s reset



FY 2023 Organizational Dept Updates
• New Organizational Departments (ex: B010000) for Fiscal Year 2023 can be created 

now to assist with the budget process
• Allows for automatic funding load from CAT 

Instructions and forms available on UW-Shared Services website, under HRS Administration, Human 
Resources, Organizational Department Changes:

• uwservice.wisconsin.edu/administration/human-resources/
Requests: 

• Require signatures from authorized approver(s) 
• Submit to serviceoperations@uwss.wisconsin.edu (non-Madison) 
• Submit to hris@ohr.wisc.edu (Madison only) 
• Email subject line: “FY23 Organizational Department Request”

https://uwservice.wisconsin.edu/administration/human-resources/
mailto:serviceoperations@uwss.wisconsin.edu


FY 2023 Organizational Dept Updates
• Important Factors:

• Institutions will need to update Organizational Department for: 
• Positions 
• Jobs 
• POI data 
• Appointment-level funding on the Funding Data Entry page

• UW-Shared Services will provide a list of employees and POIs in the impacted 
departments



TTC Employee Choice (Voluntary Reassignment)
• Institution Human Resources

• Communicates with eligible employees about the Employee Choice to move 
from University Staff Exempt to Academic Staff/Limited Exempt (UW System 
Administrative Policy 1287 Voluntary Reassignment of FLSA Exempt Employees 
to Academic Staff/Limited Appointment Positions) 

• Provides employees Employee Choice — Voluntary Employee Class 
Reassignment Form & comparison document (due Dec 31, 2021 for Jan 2, 2022 
effective date)

• Adds names of employees to the TTC Employee Choice Spreadsheet in 
SharePoint

• Updates position and job data in HRS with action reason, 
• POS 110 Voluntary Reassignment AS/LI
• with effective date January 2, 2022, or first day of follow pay period after 

processing form
• Notifies serviceoperations@uwss.wisconsin.edu of the change
• If employee is enrolled in ICI, institution HR needs to collect an ICI application 

from employee to move them to the Academic Staff ICI program

https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/voluntary-reassignment-of-formerly-classified-flsa-exempt-employees-to-academic-staff-limited-appointment-positions/
https://uwsystemadmin.sharepoint.com/:x:/r/sites/uwsahrdir/Meeting%20Documents/Title%20and%20Total%20Compensation%20Project/Employee%20Choice%20-%20materials%20DUE%20December%2031/Employee%20Choice%20(Enter%20employees%20on%20this%20workbook%20by%2012.31.21).xlsx?d=w856f72c7274743dbaf6eff6bafbf40de&csf=1&web=1&e=dSTSo4


TTC Employee Choice (Voluntary Reassignment)

• UW-Shared Services, Service Operations
• Payroll updates timesheet as needed
• Benefit event is created & processed 

• Leave balances are transferred

• Notifies institution HR employee has been processed and updated to Academic Staff/Limited

• Reference: Voluntary Reassignment Process (Univ Staff to Academic Staff/Limited) in HRS (KB 53474)

https://kb.uwss.wisconsin.edu/page.php?id=53474


TTC Employee Choice (Voluntary Reassignment)

• Clarification on TTC process v. ongoing process

• TTC-related exemption changes that resulted in the choice to move from University Staff to 
Academic Staff/Limited will be effective January 2, 2022

• Exemption changes due to job/position updates that result in the choice to move from University 
Staff to Academic Staff/Limited will be effective at the start date of the next payroll following 
receipt and processing of the request from the institution to change empl class
• Action Reason XFR 110 Voluntary Reassignment AS/LI may apply in these situations

Contact benefits@uwss.wisconsin.edu for any questions about benefits or the employee choice process

mailto:benefits@uwss.wisconsin.edu


Enrollment Deadline Worksheet

• The Enrollment Deadline Worksheet (EDW) has been updated to an online 
form 

• The new form will be available beginning December 13, 2021
• Use the EDW to inform new benefits eligible employees of their benefit 

enrollment period and coverage effective dates
• The EDW is not intended to determine eligibility for benefits or to provide 

benefit premium details
• Complete and provide each new benefits eligible employee with a copy to 

review, sign and return
• Retain a signed copy to verify employee’s understanding of their benefit 

options and deadlines



Enrollment Deadline Worksheet

• Directions will appear when you hover over the data entry fields (blue shaded box)
• Fields noted with a red bar indicate a required field
• To reset the form, click the red Reset Fields Button



To create a PDF version, 
click on the “Create 
PDF” button at the 
bottom of the EDW

Sample PDF Document



Enrollment Deadline Worksheet

Enrollment Deadline Worksheet is located on the Benefits Administration web page 
(New Employees > Enrollment Deadline Worksheet):
www.wisconsin.edu/ohrwd/admin/benefits/newemp/

http://www.wisconsin.edu/ohrwd/admin/benefits/newemp/


New Employee Benefit Presentations

• New Employee Benefit Presentations have been updated with 2022 benefit 
information

• 4 versions available
• FA/AS/LI & University Staff (combined)
• FA/AS/LI
• University Staff
• Graduate Assistant / Short-Term Academic Staff

• PowerPoint and PDF versions available
• Presentations located on the Benefits Administration web page (New 

Employees > New Employee Benefit Presentations): 
www.wisconsin.edu/ohrwd/admin/benefits/newemp/

https://www.wisconsin.edu/ohrwd/admin/benefits/
http://www.wisconsin.edu/ohrwd/admin/benefits/newemp/


Questions?
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