Submitting W-4 Information Job Aid

Entering/Updating W-4 Information

1. Login to PeopleSoft (HR Self-Service).

2. Select the Payroll & Compensation Payroll & Compensation

tile from the homepage.
o

3. Select W-4 Tax Information. =& My Paystub
F | Compensation Histary
=g My Year End Info

2 W-2/W-2¢

-] W-4 Tax Information s

1 My Salary Letters

W-4 Tax Information
Socisl Sacurity Numbar

Cotege of the Hoty Cross

t complett Form W4 5o the Payrol Depa

Whathat you a0 snatied 10 clam 3 cartan iy Bfoct 10 faview by Tho RS Your
Smployes may b required 1o sand 3 Copy of I
Home Address
W4 Tax Data
Entor total numbs: of Allowances you are claiming [
Enter Addizicaal Amouns, if amy. you want withheld from each paycheck
Indicats Tax Status = Single Married

I married Niing separality, check here and select Single status bor
“Married, but wishBold at higher Single rate.”

Chack here i your last name Gffers from that Shown on yoar social security can
¥ou must call 1.800.773.433 fod & new card.

Claim Exemption

I chaim sxemption from wishholding for the year | 2013 and | certify that | meet
BOTH of tha following conditions for sxempticn

Jury, | Geciars thal | hve sxaminad s certmicate and 1o e best of my
1L i5 rug, comect. and complate

4. Enter the appropriate W-4 Tax Information and click Submit.




Submitting W-4 Information Job Aid

5. In the Verify Identity popup message, Verify Identity

e nter yo u r Pass Word a n d CI|Ck To protect your privacy, verify your identity by typing your password. If you are not this user, click Cancel
/ User ID:
Contlnue. Password: | h
Continue Cancel
6. Review the Submit Confirmation Submit Confirmation

message to confirm your changes

. & The Submit was = ful
were successfully submitted. B,

However, due to timing, your change may not be reflected on the next paycheck.
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