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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.

Movee Self Service

F] View W-2/W-2c Forms

B ] W-2nW-2c Consent

5] G4 Employee Self Servi2 | [N
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 Informati™ =

s, ol .' o ' e NAme DNy GUr Sorial_Secunty CArd™ ot to gnaune youl get credi or vour aamenns  contact
\.E-” SSA at 800-772-1213 or 9o 10 WWW.332.00V = _

Address

Fiing Stalus
_! Single or Married filing separately
&f ' paarried fiting jointly (or Qualitying widow(er])

Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempld from withhokding or you have concems
about 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=E
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(b} Use the Multiple Jobs Worksheet and enter the resull in Step 4 () below fior rmt;rﬂ..._
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CALUTION: If you have privacy cotrems, choose (a) or (b). If you andfor your 5pu- e o
employment, including as an independent contracior, choose (a)

\!/ [ Muttipte Jobs or Spouse Works

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

Dm:ummnym mieel both conditions to claim exemption from tax withholding

Under penalties of perury, | declare that | have . =
knowledge ankl  # (% ]
e —

‘Submit
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