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DESCRIPTION 
 
This job aid is for all employees. Employees are responsible for self-service functions. The purpose of 
this job aid is to help employees perform the necessary steps to submit the W-4 withholding 
information. The process flow is as follows:  
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Step Action 
1.  Navigation: Employee Self-Service > Payroll > W-4 Tax Withholding (on left hand panel) 

2.  

Step 1: Personal Information 
• Confirm that your name matches your name on your social security card 
• Confirm that your address is correct 
• Select your filing status. Please note, the screenshot below is an example. You should 

select your qualifying filing status 
 

Note: Only complete steps 2-4 if they apply to you. 
 

 
 



INFORMS Job Aid: Submit W-4 Withholding Information 
  

   

 

4 

3.  

Step 2: Multiple Job or Spouse Works (if applicable) 
• Follow the instructions provided in the View Instructions icon to verify that this is 

applicable to you. If so, select the check box 

 

Note: Please refer to the instructions at the end of step 2 on how to proceed with steps 3 and 
4. 
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4.  

Step 3: Claim Dependents (if applicable) 
• To claim tax credits for dependents, follow the instructions provided in the View 

Instructions icon to verify that this is applicable to you. If so, please provide the 
appropriate values in the value boxes. Only dollar amounts are accepted.  
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5.  

Step 4: Other Adjustments (if applicable) 
• To add additional income, itemize deductions, and/or extra tax withholdings, follow the 

instructions provided in the View Instructions icon to verify that this is applicable to 
you. If so, please provide the appropriate values in the value boxes. Only dollar 
amounts are allowed. 

 
 

 
 

6.  

Claim Exemption from Withholding 
 

• Please ensure this is applicable to you. If so, enter the appropriate year, check the box if 
you meet the conditions, and then select Submit. Only claim exemption from 
withholding if this applies to you 
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7.  

Verify Identity 
 

• Enter your Date of Birth in the following format: two-digit month, two-digit day, and 
four-digit year 

• Enter the last four digits of your Social Security Number. 
• Select Continue 

 

 
 

8.  

Submit Confirmation 
• Once submitted, you should receive the confirmation below. Select OK. No further 

action is required. 
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9.  

There will also be email confirmation sent after successfully completing the W4.  
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