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Today’s Agenda

• 9 over 12 Employees

• Summer Instruction

• COVID Leave Analysis

• COVID Leave Qualifying Reasons, Pay 
Limitations, and Approvals

• W-4/Tax Withholding Federal and 
State



9 over 12 Deduction
• The Deferred Payment Plan, also known as 

the 9 over 12 deduction, ended 3/31/19.

• Employees should consider setting up a 
second direct deposit account for the same 
amount as their 9 over 12 deduction if they 
wish to continue setting aside this money 
from their regular net pay. 

• If a 12 month employee becomes a 9 month 
employee, they will be paid over a 9 month 
period.



Summer Instruction
Accounting and Payroll Requirements: 
• Hiring units must verify that all chart strings listed on the 

form have an existing Combo Code. 
• NEW! Hiring units must list corresponding Combo 

Code(s) in the justification box. Use the Combo Code 
Query, SC_PY_COMBO_CODES, to search for active 
chartfield information.

• Failure to provide the correct chart strings and the 
Combo Code(s) will cause delays in processing.

• Summer Account Codes are 51330 for Summer 
Instruction and 51300 for ECOM.

• Be sure to submit paperwork on time to avoid late 
payments.

• Review carefully to prevent payment from the incorrect 
account.



COVID Leave Analysis
• Salaried employees who have taken COVID emergency sick leave, 

and are now not working, will need to enter annual leave, sick 
leave, comp pay, or leave without pay each pay period in ITAMS 
until they return to work. 
o Salaried employees remain active in HCM Peoplesoft and 

payment is automated. Enter in the appropriate leave codes 
in ITAMS will ensure the employee is not overpaid.

• Time entered in ITAMS by hourly employees are approved by 
Supervisors. 
o Supervisors need to review the employees hours carefully 

before approving to ensure the employee is not overpaid.

• We strongly encourage Business Managers to develop a monthly 
process ensuring employees on leave without pay are not getting 
paid. 
o Work with Supervisors to make sure they can identify COVID 

Leave ITAMS codes to help them review timesheets for 
accuracy before approving.



COVID Leave Earn Codes



Emergency sick leave is provided if an employee is unable to
work or work from home for one or more the following reasons:

1. The employee is subject to a Federal, State, or local quarantine or
isolation order related to COVID–19.

2. The employee has been advised by a health care provider to self-
quarantine due to concerns related to COVID–19.

3. The employee is experiencing symptoms of COVID–19 and seeking a
medical diagnosis.

4. The employee is caring for an individual who is subject to an order
as described in paragraph 1 or has been advised as described in
paragraph 1.

5. The employee is caring for a son or daughter of such employee if
the school or place of care of the son or daughter has been closed, or   
the childcare provider of such son or daughter is unavailable, due to  
COVID–19.

6. The employee is experiencing any other substantially similar condition 
specified by the Secretary of Health and Human Services in consultation 
with the Secretary of the Treasury and the Secretary of the State.

COVID-19 Qualifying Reasons



• Reasons 1-3 are paid at 100% of employees regular
rate of pay, limited to $511 per day or $5,110 total

• Reasons 4-6 are paid at 67% of employees regular rate
of pay, limited to $200 per day or $2,000 total

Before you enter emergency sick leave or emergency medical

leave on your ITAMS time card, you must complete the

application and receive approval from HR.

An application must be submitted for each position.

For employees with multiple positions, the limits are by

employee not by position.

Note: COVID-19 ITAMS Calculator instructions and resources can be 
found in the Payroll Toolbox.

Pay Limitations and Approvals

https://www.sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/index.php


W-4/Tax Withholding 
Federal and State

• Tax Withholding forms will be available in HCM 
PeopleSoft June 11. A communication will be sent 
when available.

• Until then, W-4 Forms can be uploaded to ITAMS. 
This process has been established so that 
employees can securely submit these forms 
without mailing them. Resources can be found on 
the HR website.

• If you have questions regarding this new process, 
please reach out to payroll@mailbox.sc.edu. 

mailto:payroll@mailbox.sc.edu


Tax Withholding: Federal Form 

Step 1:

Step 2:

Navigation: Employee Self Service > Payroll > Tax Withholding - Federal



Tax Withholding: Federal Form 

Step 2 con’t:

Step 3: Step 4: 



Tax Withholding: State Form 

Step 1:

Step 2:

Navigation: Employee Self Service > Payroll > Tax Withholding - State



Tax
Withholding: 
State Form 

Step 3:

Step 4:



Where to Find Resources



Contact Information
For questions regarding W-4s,  please email Jake 

Kiehl: kiehl@mailbox.sc.edu 

For questions regarding 9 over 12 Deductions, please 
email Wanda Martin: marti838@mailbox.sc.edu

For questions regarding Fringe, please email:
USCPAY@mailbox.sc.edu

For questions regarding COVID Leave, please email:  
USCPAY@mailbox.sc.edu
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Questions




