W-4 Withholding (add, change) HR can make these changes (see W-4-Checking-Changing Federal Withholding Tax documentation), but we really want employees to do their own.

QRG is good but I made some modifications ESS W-4 Withholding

Employee Self-Service W-4 Withholding

Nav>Employee Self Service>Payroll tile

[image: ]
1. The Payroll page displays.
2. Select the Tax Withholding tile.
[image: ]

1. The Tax Withholding page displays. On the page you will see information for Federal Tax Withholding and State Tax Withholding.   (NOTE: If you are eligible for State Tax Withholding (other than Washington State), your college Human Resources Department will need to complete the required setup in ctcLink for the W-4 Form to be available to you).



1. Select the Federal Withholding Details by the arrow on the far right.

[bookmark: _GoBack][image: ]

1. Select the Federal Withholding Allowance Certificate.
[image: ]

1. A warning message will pop up, review the message then select OK to proceed with downloading the W-4 PDF on your computer.
[image: ]

1. Depending on the web browser you are using (e.g. Firefox or Chrome), you maybe prompted to save the PDF (e.g. PYTWF_FEDE.pdf) in another location on your PC or it will be automatically saved in your local Downloads folder. The downloaded PDF may also appear at the bottom of your web browser, which CAN BE USED IF IT OPENS UP IN ADOBE ACROBAT. If it opens in the browser the Submit option would NOT be available. If you open up the file in Adobe Acrobat, fill out/edit and hit Submit. SKIP TO #12 below.
[image: C:\Users\tmarker\AppData\Local\Temp\SNAGHTML14f3a1d.PNG]


[image: ]

1. Select Downloads file from PC, use Save As to rename file and save to preferred file. 
[image: Example of file management, save as]
1. Once you have used the Save As option, open the PDF file.
1. Fields in the form are now "fillable" and the green Submit button is available. NOTE: If using the downloaded PDF file from the browser, you will NOT be able to fill in the fields or submit. (NOTE:  YOU MAY NEED TO DOWNLOAD ADOBE ACROBAT)
1. When finished with updates, select Submit.
1. A security warning may pop up.  Review and then select Allow.
[image: Security warning message]
1. When submitted, you will be asked to enter credentials/log on information for ctcLink.  DO NOT USE YOUR PC LOG ON AND PASSWORD.   If you use the incorrect credentials, the window will NOT close and the password field will stay blank. ctcLink password may need to be reset. IF your ctcLink password needs to be changed, refer to the Activating Your ctcLink Account QRG.  IF you already have a ctcLink password set up, you may need to go in and answer security questions.  
[image: Acrobat, PDF Log on, credentials]
1. Download Status window opens.  You may receive a warning message, review message then select OK.
[image: Message example]
1. A confirmation downloads and opens on your computer. The first page is confirming that the changes you have made to your Employee Withholding Allowance Certificate have been successfully submitted. The rest of the pages include a copy of the changes you submitted as well as other W-4 Form information.
[image: Confirmation page]
1. You can save a copy of confirmation - Use Save As and save to your PC.
[image: Example of save as for confirmation page]
The process to submit changes to W-4 Withholding is now complete.

That’s it! 
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Federal Tax Withholding Forms

Company Wenatchee Valley College

You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income tax is withheld from your wages based on the marital status and your entries for steps 2 through 4 on Form W-4. You may
also specify that an additional dollar amount of tax be withheld. You can file a new Form W-4 any time your tax situation changes and
you choose to have more, or less, tax withheld.

You can make changes online using the downloaded updatable PDF form and submit the changes for processing by your payroll
department. Be sure to print or save a copy of the completed form for your records.

Updateable Forms

Form Description

Federal Withholding Allowance Certificate
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WARNING

The system will download to your computer a copy of the tax form which contains personal information.
‘You should only continue if you are using a trusted and secure computer.
‘You should not continue if you are using a shared computer or public computer (such as those in a library or intemet café); doing this could leave your personal information vulnerable.
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Federal Tax Withholding Forms

Company Wenatchee Valley College

‘You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income tax is withheld from your wages based on the marital status and your entries for steps 2 through 4 on Form W-4. You may
also specify that an additional dollar amount of tax be withheld. You can file a new Form W4 any time your tax situation changes and
you choose to have more, or less, tax withheld.

‘You can make changes online using the downloaded updatable PDF form and submit the changes for processing by your payroll
department. Be sure to print or save a copy of the completed form for your records.

Updateable Forms

Form Description

Federal Withholding Allowance Certificate |
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w_4 Employee’s Withholding Certificate OMB No. 1545-0074
Form > Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.

5
Department of the Treasury » Give Form W-4 to your employer. 2 @2 2
Inemal Revenue Senvice » Your withholding is subject to review by the IRS.

Step 1 @) First name and middle initial Tast name ) Social security number.
) [XXX-XX-1260

Enter
Address » Does your name match the
Personal 1 name on your social security
i card? If not, to ensure you get
Information o tate,ana 2P code credit for your eamings, contact
SSAat 800-772-1213 or go to
[P . - www ssagor.

(c) O single or Married filing separately
O Married filing jointly or Qualifying widow(er)
{0 Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the estimator at www.irs.gov/W4App, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
Multiple Jobs @S0 Works. The correct amount of withholding depends on income eamed from all o these jobs.
or Spouse Do only one of the following.
Works (a) Use the estimator at www.rs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or
(b) Use the Multiple Jobs Worksheet on page 3 and enter the resuit in Step 4(c) below for roughly accurate
withholding; or
(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
option is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . » []
TIP: To be accurate, submit a 2022 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding wil
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 o less (400,000 or less if married filing jointly):

Claim Multiply the number of qualifying children under age 17 by $2,000 > $

Dependents Multiply the number of other dependents by $500 . . . . > §

Add the amounts above and enter the total here

Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you
(optional): expect this year that won't have withholding, enter the amount of other income here.
Other This may include interest, dividends, and retirement income . . . . . . . . |4(a)

Adjustments (b) Deductions. If you expect to claim deductions other than the standard deduction and
want to reduce your withholding, use the Deductions Worksheet on page 3 and enter
theresulthere . . . . . . . . . . ... . ... |4b)|$

(c) Extra withholding. Enter any additional tax you want withheld each pay period . . |4(c)|$

Exemption from withholding. By claiming exemption from withholding, you certify that you owed no Federal income tax in 2021, and that you
expect to owe no Federal income tax in 2022. If you claim exemption from withholding, no income tax will be withheld from your paycheck.  Not Applicable B

Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
Here

} 2022-04-05
Date

) Employee’s signature (This form is not valid unless you sign it.)

Employers | Employer's name and address First date of Employer identification
Only employment number (EIN)

Wenatchee Valley College 1300 5th Street Wenatchee, WA 98801-1741 910817705
For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 10220Q Form W-4 (2022)
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Security Warning

“This document i trying to connect to:
he-sup.peoplesoft-prod-aws.ctelinkus

f you trust this site, choose Allow. f you do not trust this site, choose Block.

|Remember this action for this ite for all PDF documents
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process again.
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