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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 taxes to withhold from your 
pay. Federal income tax is withheld from your wages based on the information on this 
form. You can file a new Form W-4 anytime your tax situation changes. 

Whether you are entitled to claim a certain number of dependents or exemption from 
withholding is subject to review by the IRS. Your employer may be required to send a 
copy of this form to the IRS.

To ensure your tax information is correct, please review your paychecks periodically for 
accuracy. If you have questions or need assistance with determining if adjustments are 
needed on your W-4 form, please consult a tax professional.

Instructions 
1. Log into OneUSG Connect.

   2.  Click the Payroll tile on the Employee Self Service homepage

Navigation: Employee Self Service > Payroll > Taxes > W-4 Information
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3. Select the Taxes tile

Note:  The screen opens to the W-2/W2-C page.

   4. Select W-4 Tax Information  
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   5.  Confirm your name matches the name on your social security card.

   6.  Observe your address is partially masked for security purposes.

   7.  Proceed to select the appropriate Filing Status: The options are “Single”, “Married filing jointly or Qualifying 
Surviving Spouse”, or “Head of Household”.
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Note: NRA (Non-Resident Aliens) marital status will default to ‘Single’ regardless of actual marital status.

   8.  If the Multiple Jobs or Spouse Works section on Step 2 of the form applies to you, select the checkbox if you 
hold more than one job at a time or are married filing jointly and your spouse also works.

   9.  If claiming dependents, complete Claim Dependents section on Step 3 of the form.
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   10.  If you have other adjustments, complete Other Adjustments section on Step 4 of the form.

   11.  If the Claim Exemption from Withholding section applies to you, complete this section of the form.
a. 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.
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