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Introduction

This job aid provides the steps necessary to complete your Federal Form W-4 withholding so the Payroll
Department can calculate the correct amount of tax to withhold from your pay. Federal income tax is
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3. Select the Taxes tile.
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4. Select W-4 Tax Information.
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5. Personal Information.

a. Personal Information : Confirm that your name matches the name on your social

security
card.

b. Address : Confirm your address.
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c. Filing Status : Select “Single”, “Married”, or “Head of Household.”

Step 1: Personal Informatic =
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C Single or Married filing separately

9 ® Married fling jointly (Or Gualitying widow(er])
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Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempl from withhokding or you have concems
aboul yous privacy, soe instructions for Form W.4 on the IRS websile

6. Multiple Jobs or Spouse Works.

Check here if you hold more than one job at a time or are married filing jointly and your
spouse also works

-Step 2: Multiple Jobs or Spouse Works

Complete this step if you (1)
The comect amount of wii:
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CAUTION: If you have privacy cotrems, choose (a) of (b). i you andior your e.pu-r
empioyment, ncluding as an independent contraclor, choose (3)

[ Muttipte Jobs or Spouse Works

“omplete Steps 3 through 4{b) on Form W-§ for only one of these jobs. Leave those steps blank for the other jobs. (Your
withisiolding will be most accurate i you complele Steps 3 Ihrough 4(b) on the Form W-4 for the highest paying job.)



R

Fo B o WSS T ST =R Job Aid
UNIVERSITY m—-—f

7. Claim Dependents.
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a. Claim Exemption : Enter the appropriate year in which you are claiming the exemption.
b. Read the eligibility requirements and Check this box if you meet both conditions to
claim

exempt status.
c. Read the acknowledgement statement and click the Submit button.

Claimi

I claim exemption from withholding for the year| 2020) and | certify that |
of the following conditions. for exemption ﬁm—%hddinq:

* Lasi year | owed no federal income tax.
LA IR
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Under penalties of perury, | declare that | have . =
knowledge ankl  # (% ]
e —

‘Submit




	Introduction
	Instructions

