FEDERAL W-4 FORM pY
JoB AID PY-12

The purpose of this Job Aid is to describe the process for the updated 2020 Federal W-4 Form in Infotype
0210, as well as an overview of the form.

Background Information

The Internal Revenue Service (IRS) is requiring individuals who want to change their withholdings on or after
12/24/2019, or individuals hired after 12/24/2019, to complete the updated 2020 Federal W-4 Form.
Individuals who want to continue their current withholdings do not have to submit an updated form.

Completing the Form

Employee’s need to read the instructions included with the updated W-4 form before completing it. These
instructions and form can be found at the end of this document. The federal W-4 form is also available on
the IRS website. If the employee has additional questions about the W4 form, refer them to the IRS
Frequently Asked Questions on the W-4 form. Please do not provide tax advice to employees.

The following section reviews steps of the Federal W4 Form.

Step 1: (Enter Personal Information) This step is for the employee to enter their personal
information. First, they will enter their first name and middle initial. Then their last name and
address with the city, state, and zip code. In Step 1-part b, they will enter their social security
number. In part c they will select their filing status.

Enter in personal
information. Complete
parta, b, and c.

w_4 Employee’s Withholding Certlficate

Form » Complete Form W-4 so that your employer can withhold the correct federal income pay. 7

Department of the Treasury » Give Form W-4 to your employer. /2@) 20

Internal Revenue S4ite Froar W

Step 1: {a) First name and middla initial Last name {b) Social security number

Enter Address » Does your name match the

Personal name on your social security

e card? If not, to ensure you get

Information koo i, sna 2P code £rechl for your camings, confact
S5A at B00-772-1213 or go to
WWW.SSE.GOV,

{e) [ single or Married filing separately

Be sure to 4 [] Married filing jointly (or Qualifying widow(er))
|:| Head of household (Check only if you're unmarried and pay more than hall the costs of Keeping up a home for yoursell and a qualitying individual )
select the
correct filing
status.
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Step 2: (Multiple Jobs or Spouse Works) This step should be completed ONLY if it applies to the
employee. Step 2 provides the employee with three options; however, the employee should choose
ONLY one option.

Option (a): Use the IRS’s Tax Withholding Estimator to estimate the most accurate
withholding for Step 2 and Steps 3-4.

Option (b): Use the Multiple Jobs Worksheet on page 3 of the Federal W-4 form and enter
the result in Step 4.

Option (c): If only two jobs are held, you can check this box. This option is most accurate for
jobs similar in pay; otherwise, more tax than necessary may be withheld.

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
Muttiple Jobs also works. The correct amount of withholding depends on income eamed from all of these jobs.

or Spouse Do eonly one of the following.

Works (a) Use the estimator at www.irs. gow/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 result 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 . . . . . P[]

TIP: To be accurate, submit a 2020 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 will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: (Claim Dependents) This step is used to claim tax credits for dependents. The employee will
follow the steps to gather information for the total tax credit for dependents, then enter the
information on line 3.

Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim : pEa .
Dependents Multiply the number of qualifying children under age 17 by $2,000 > $

CE nter total

Multiply the number of other dependents by $500 . >3

Add the amounts above and enter the total here

Step 4: (Optional: Other Adjustments) This step is used to calculate other income, claim itemized
deductions, or withhold additional taxes each pay period.

4 ammas maaas wmrsarearraes wamras w s amrses arsamers meaae sasems sswerae + + & = & s .+« 4 4 . . -

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

Other include interest, dividends, and retirementincome . . . . . . . . . . . . |4a)|$
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
entertheresulthere oo 2 oo 2 ey @ o @ B9 L w7 0 BT B owd D oET R 9 B oE

4(b) |$

(c) Extra withholding. Enter any additional tax you want withheld each pay peried . |4(c)|$
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Step 5: (Sign Here) The employee must sign the form. The form is not valid unless it is signed and
dated. If the form is returned on paper, the employee must turn in a signed and dated original form.
If the form is completed through ESS they may use an electronic signature.

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 '

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

Claim Exemption: You may claim an exemption from withholding for 2020 if you meet both of the
following conditions: you had no federal income tax liability in 2019 and you expect to have no
federal income tax liability in 2020. To claim exemption from withholding, certify that you meet both
conditions above by writing “Exempt” on Form W-4 in the space below Step 4(c). Then, complete
Steps 1a, 1b, and 5. Do not complete any other Steps.

Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect

(optional): this year that won’t have withholding, enter the amount of other income here. This may
Other include interest, dividends, and retirementincome . . . . . . . . . . . . 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
aentertheiraculthere o & oo oo 0070 G ononids @ oW W e BT W R o Lo 4b) |5

(¢) Extra withholding. Enter an If claiming - exemption lelc] $

from withholdings for 2020

and you meet the criteria,
write "Exempt" here.

Employers Only: The employer should enter the agency name, employee’s 1°t date of employment,
and the agency tax ID.

Employars Employer’s name and address First date of Employer identification
Only employment number (EIN)
For Privacy Act and Paperwork Reduction Act Notice, see page 3. GCat. No. 10220Q Form W-4 (2020)
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Infotype 0210 Changes
Federal withholdings infotype 0210 underwent changes on 12/24/2019 to reflect the new IRS Form. When
entering in employee information or verifying a record, it is important to review all five areas as well as the

employee information in the header. The following sections discuss the important areas to review and how
to validate that information with a submitted W-4 form.

Header
0 The Validity date should be active and start date should match the date on the signed W-4 form.

- — Te— Verify Employee
Personnel NO.—- 80001036 Name ‘Jean. Leach Information
EEGroup B SPA Employees PersA 4601 MNatural and Cultu l

EESubgroup /21 FT N-FLSAOT Perm Statu  Active

Start lo1/01/2020Ft0  [12/31/9999] H Active Validity Date l

Status

0 Tax authority and Tax Level should indicate FED.

0 Filing status should reflect the employee selection made on Step 1(c) of the W-4 form

W-4 Employee’s Withholding Certificate | OMBNo. 1845.0074
Fom » Gompiote Form W-4 so that your smployer can withhold the corect faderal income tax from your pay. | -
Dapartrmae of the Treasury I Give Form W-4 to your employer, 2@‘20
Intomal Revenus Sondce » Your is subject to review by the IRS.
Step 1: T8 Farst nama and middio mitial Last riama ) Social security number
Enter
Addross name ma
Personal mey;- social m
Infe .. card? If not, o ansure you get
City or town, state, and ZIP coda credit for your aamings, contact
S5A at 800-T72-1213 or I
[e} [ Single or Married filing separately
e [ Marriad filing jointly for Gualitying widowler)
[] Hoad of household (Check only if you're unmaried and pay more than half the costs of keeping up a homa for yourself and a qualifying individual )
| Status |
Tax authority FED | Federal Tax level L Federal
- p——
I Fiing Status [+

|"[JUse Higher Withholdin [= Filing status (1} 2 Entries found

Select filing status |, « Restrictions

based on employee &
A =™
selection in Step 1c @! = -'
Tax Authority: FED
“/Long Text Start Date End Date
03 Single or Married Filing Separately 01/01/2020 12/31/9999
04 Married Filing Jointhy /Qualifying Widow 01,/01/2020 12/31/9999
D6 Head of Household 101/01/2020 12/31/9999
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0 Check the Use Higher Withholding Rates Schedule if the employee selected Step 2(c)

Step 2:
Multiple Jobs
or Spouse
Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
also works. The comect amount of withhelding depends on income eamed from all of these jobs.

Do enly one of the following.
(a) Use the estimator at www.irs.gow/WdApp for most accurate withholding for this step (and Steps 3-4); or
(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4{c) below for roughly i 1, or

{c) i thare are only two jobs total, you may check this box. Do tha same on Form W-4 for the other job. This optuon
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . .

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. If you (or your spouse) have sell-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 will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

| Status
Tax authority [FED | Federal Taxlevel 2 Federal
Fiing Status [ =l
[JUse Higher Withholding Rates Scheduls Check the Use Higher
Withholding Rates
Schedule if employee
selected Step 2 Option c
Exemptions

0 The total amount in the W-4 Form Step 3 should be entered in the Credits for dep. field.

0 The amount should be entered as dollars and must be $500 or more.

Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim ’ - s
Dependents Multiply the number of qualifying children under age 17 by $2,000 > $
Multiply the number of other dependentsby $500 . . . . > §
Add the amounts above and enter the total here
| Exemptions
- T 1
Credits for dep. usp
| Tax Exemnpt Ind. | Mot exempt *"I"TIRS mandates
[JForeign Eamed Income

2/10/2020
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Withholding adjustments

0 If the employee completed Step 4(c) with an additional amount they want withheld; enter this
amount in the Add. Withholding field.

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

entertheresulthere . . . . . . . . . . . . . . ... ... 4b) |$

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

|' Withholding adjustments

|| Add.withholding | lusp

| Default formuls |017PCT MTHD-RES. U
Other income | |usD
Deductions usp

calculation
i

Obtained
from
Step 4c

0 If the employee entered in any other income not from a job in Step 4(a), the amount would be
entered in the Other income field.

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

(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 the resulthere . . . . . . . . . DRI e e Coe . |4m) 8

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

|' Withholding adjustments
Add.withholding | uso calculation
Default formuls | 01| PCT MTHD-RES. U Obtained .
Other income | Tusp k from
Deductions ! I'Jsp Step 4a
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0 If the employee listed any deductions on Step 4(b), then that information is entered in the
Deductions field.

Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won't have withhelding, enter the amount of other income here. This may
Other include interest, dividends, and relirementincome . . . . . . . . . . . . 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 ang
entertheresulthere . . . . . . . . . . . . . . . 0 L. L 4(b) |$
(c) Extra withholding. Enter any additional tax you want withheld each pay period 4(c) |$
| withholding adjustments
Add.withholding | usp ["IMon-resident tax calculation
[ g |
Defautt formule |01 PCT MTHD-RES. U Akemative formula | |
f
Other income l ]USD Obtained
Deductions uso
l from
Step 4b
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