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Action Request Transmittal 
Aging and People with Disabilities  
 

Mike McCormick  Number: APD-AR-20-001 

Authorized signature Issue date: 1/3/2020 
 
Topic: Provider Information Due date:       
 
Subject: Business change for those who process HCW/HSD PSW W-4's 
 
Applies to (check all that apply): 

 All DHS employees  County Mental Health Directors 

 Area Agencies on Aging: Types A and B  Health Services 

 Aging and People with Disabilities   Office of Developmental 
Disabilities Services (ODDS)  Self Sufficiency Programs 

 County DD program managers 

 Support Service Brokerage Directors 

 ODDS Children’s Intensive In 
Home Services 

 ODDS Children’s Residential Services  Stabilization and Crisis Unit (SACU) 

 Child Welfare Programs  Other (please specify):       

Reason for action: 
The Internal Revenue Service (IRS) recently created a new W-4 form. In addition, the 
State of Oregon provides a separate state W-4 form. Due to the changes to the 
Federal W-4, Oregon ACCESS (OA) is unable to be updated timely to capture the 
changes for APD Homecare Workers (HCWs). 2020 W-4s must be entered directly 
into the Mainframe to provide correct calculations for APD Homecare Workers (HCWs) 
and HSD Personal Support Workers (PSWs). 
 
Overview of Change: 
On 1/1/2020, OA will no longer support entering or reviewing new W-4 information for 
HCWs. Local Office staff who enter W-4 information into OACCESS will now need to 
enter the information into the Mainframe.  
 
The Mainframe has two columns for W-4 information to be entered; Federal and State. 
When entering W-4 information into the Mainframe, staff must enter information from 
the Federal W-4 into only the Federal W-4 fields. Staff must enter information from the 
Oregon W-4 into only the Oregon W-4 fields. For example, if staff only receive a 
Federal W-4 marked “exempt”, staff will need to enter exempt into only the federal 
exempt field. 
  

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.oregon.gov/DOR/forms/FormsPubs/form-or-W-4_101-402_2020.pdf
https://www.oregon.gov/DOR/forms/FormsPubs/form-or-W-4_101-402_2020.pdf
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Please note the following: 
The following HCWs/PSWs MUST fill out a Federal W-4 and an Oregon W-4: 

• New enrolled providers. If a provider does not provide a Federal or Oregon W-
4, the system will default to Single status with no other withholding 
adjustments. 

• Any provider who wants to make changes to their State or Federal 
withholdings. 

• Any provider who claimed exempt in 2019 and wishes to remain exempt in 
2020. 
 

Do not give tax advice! This includes, but is not limited to, telling a provider how to fill 
out W-4s. 
 
If staff attempt to add W-4 information into OACCESS, this error message will 
appear: "#### Financial information must be entered by logging into GCIC. After 
logging in clear screen and type SW41,#####(provider number).”   
 
The MMIS tax information panel and OACCESS information will be out of date as 
soon as new W-4 information is entered into the Mainframe. 
 
The tax calculation is based on pay date not the date the service was provided. 
 

 
Actions required:  
 
Beginning 1/1/2020, staff can only accept 2020 W-4s. Staff should be aware that there 
are separate state (OR-W-4) and Federal (W-4) forms. If a HCW/PSW hands in only 
one form, staff should tell them that if they have further questions about which form to 
provide, they should seek information from a tax professional. 
 
Supervisors will be required to submit a 784 IUP to APD.Security-
Requests@dhsoha.state.or.us (Type A offices must submit this request to 
Lori.C.Watt@dhsoha.state.or.us) for staff rights to be updated granting access to the 
screens needed to process W-4s in Mainframe/DHR.  

• Request the SSUFEDW4 group using the “Other” line on the first page (this 
group is not on the 784). See screen shot below: 

  

mailto:APD.Security-Requests@dhsoha.state.or.us
mailto:APD.Security-Requests@dhsoha.state.or.us
mailto:APD.Security-Requests@dhsoha.state.or.us
mailto:APD.Security-Requests@dhsoha.state.or.us
mailto:Lori.C.Watt@dhsoha.state.or.us
mailto:Lori.C.Watt@dhsoha.state.or.us
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In order to complete the data entry for W-4s, please review the training video, (also 
found on the HCW website under ‘Tools’) and/or review the following steps below. 
 
When staff receive a W-4, they should complete the following steps: 

a) Log into the Mainframe/DHR 
b) Type SW4U, provider number and hit <ENTER> 

 

Using this example,  the following screen will appear: 
 

 
 

 

http://www.dhs.state.or.us/spd/tools/cm/homecare/2020-01-02%2014.39%20W4%20Presentation.mp4
http://www.dhs.state.or.us/spd/tools/cm/homecare/2020-01-02%2014.39%20W4%20Presentation.mp4
https://www.dhs.state.or.us/spd/tools/cm/homecare/index.htm
https://www.dhs.state.or.us/spd/tools/cm/homecare/index.htm
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Entering in a Federal W-4 
 

a) Type “Y” in the field to the right of “**FEDERAL** New W4 Received:” (Please 
note: if a State W-4 is also received, a “Y” may be entered on the State column 
as well, updating both sections at the same time, making sure to input the 
correct information into the correct field) 

 
b) Press the <ENTER> key 

 
The red circles correspond with the Federal W-4 form (see examples below) 

 
c) Enter the red circle fields as follows: 

Red 1:  

Single or Married filing separately SGL 

Married filing jointly MRJ 

Head of household HOH 

 
    Red 2: If the box is checked type “Y” 
 

Red 3-6: Enter the dollar amount in this box.  Whole dollars to the left of the    

space, cents to the right.  Example:  = $110.02 
 

Red 7 (is the line above the signature box on the W-4): If “Nonresident Alien” or 
“NRA” is written anywhere on this line type “Y” on the field to the right of “Non 
Resident Alien”, otherwise leave this field “N” 
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If “Exempt” is written anywhere on this line type “Y” in the field to the right of “Tax 
WTH Exmpt” and “2020” to the right of field “YR:” 

 
***Note*** If Exempt, or Nonresident Alien is written anywhere else on the 
form besides on this line disregard the information and leave the field “N” 

 
 
d) Press the <F9> key to save.  At the bottom of the screen staff will see the 

following message: 
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Entering in an OR W-4 
a) Type “Y” in the field to the right of **State** “New W-4 Received:”  

 
b) Press the <ENTER> key 

 
The yellow cirlces correspond with the Oregon W-4 form (see example below) 

 
c) Enter the yellow, circle fields as follows: 

Yellow 1: Type the code associated with the check box 

Single SGL 

Married MRJ 

Married but witholding at the higher 
single rate 

MRS 

 
   Yellow 2: Type the number of allowances 

 
Yellow 3: Type the amount entered, if any, both dollars and cents:  

 
 
Yellow 4: If “Exempt” is written on line 4b type the letter written on line 4a (A-M) 
to the right of “State Tax WTH Exmpt” and enter the year to the right of “YR” 
field.  

 
 

d)  Press the <F9> key to save, the following message will display at the bottom of 

the screen  
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*Note: If both the Federal and State W-4 information was completed, staff will receive 
the following message: 

 
 
 
Restrict Dates: On rare occassions, staff will see dates in the Restrict Dates fields: 

 
 

• If the Restrict date for the W-4 is a future date, staff will not be able to enter 
the information as indicated on the W-4. If staff encounter this situation, 
please contact Provider Relations Unit.   

• If the Restrict date is today or in the past staff will not be able to enter the W-
4. If the provider has questions, they will need to contact the IRS or 
Department of Revenue. 

  
 
 
 
 

 

Field/stakeholder review:    Yes    No 

If yes, reviewed by:   APD Field Operations/APD Policy  
 

If you have any questions about this action request, contact: 

Contact(s): Traci Lerner 

Phone: 541 705-7324 Fax:       

Email: TRACI.D.LERNER@dhsoha.state.or.us 

 


