E Shawnee State Pay Information: Change

UNIVERSITY Tax Wlthho|d|ng Info

Pay Info: Change Tax Withholding Information in Bear Trax
All Employees

Introduction

Purpose: The purpose of this task is to view and make changes to your withholding

information on your Federal (W-4) and State tax forms.
How to

Access: Go to the Home Screen by clicking the icon.

Click the E Icon. Select “Personal Information” from the navigator menu
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Click on the orange oval
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Select “Manage Tax Withholding”
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Manage Tax Withholding

Wiew End-of-Year Tax Form
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From this screen, you can view your current tax withholding information as well as make
changes to your withholdings for both your federal and state taxes.

A Wnatdoyou need to do or find?

Person Gallery

Search  Organization Chart My Portrait ~ Manage Tax Withholding: Ashton Hcmdemo x
Employee Withholding Certificate
4 Hide
Name "Ashton Hcmdemo Person Number 600078

Work Phone Work E-Mail ahcmdemo@shawnee edu

4 Basic Information

Effective As-of Date  4/5/17

oF

4 Details
Tax Reporting Unit: Shawnee State University LE

Actions v View v 78 Add State Withholding ~ Show States =} Detach

i Income Tax . &
Tax Type Filing Status Allowance Exempt Additional Tax Edit

Federal Single 0 No 0 Ve

Helpful Be sure to keep in mind that...
Hints:
. You can view your future and past withholding amounts from this screen on the
right-hand side of the screen.
. You can change your withholding preferences and delay the effective date.
. You can export your tax reporting information to a Microsoft Excel spreadsheet

from this screen.

Procedure: Complete the following steps to make changes to your tax withholdings:
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Edit your Federal (W-4) Withholdings

Follow these instructions to edit your Federal Withholdings:

1. Click the “pencil” icon next to your Federal tax filing status.

= B ShawnceState

Person Gallery
Search  Organization Chart My Portrait | Manage Tax Withholding: Ashton Hemdemo x

Employee Withholding Certificate

4 Hide

Name Ashton Hemdemo Person Number 600078

Work Phone Work E-Mail - ahcmdemo@shawnee.edu

4 Basic Information

&

Effective As-of Date  4/5/17

4 Details
Tax Reporting Unit: Shawnee State University LE

Actons v Viewv 73 | Add State Withnolding | Show States

il Income Tax i .
Tax Type Filing Status Allowance Exempt Additional Tax Edit
Federal Single o No 0 p
0 0 e

oH

2. A section appears displaying the PDF file of a W-4 form.

Person Gallery

Search  Organization Chart My Portrait = Manage Tax Withholding: Ashton Hemdemo x

Employee Withholding Certificate

4 Hide
Name "Ashton Hcmdemo Person Number 500078
Work Phone Work E-Mail - ahcmdemo@shawnee.edu
Done

2012 Form W-4

Form W-4 (2017)

Comeleteal workshees Tt sy Fawers you
For regular
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Vo0 climed and ity
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Glimed an he others See Pub, o

Nonresident ali —
oo Noicn 193 Suppamatal me W
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Jourproeced oot o
for2017. Sea Pyt 565

5 ety s s
excaed $130,000 (Sings) or S180,000 (Married.

Futuredevelopments. The S has creied  page

I v scor .y e P o oy

at page.

TResp Tor your Tasorda)

A Enter “1" for yourself if no one else can claim you as 2 dependent

B Enter “1"if: [

* You are single and have only one job; or
* You are married, have only one job, and your spouse does not work; or

3. Enter values in the boxes on each line.

a. For example, Part A of the Personal Allowances Worksheet, click on the space and
enter the values that apply to you (e.qg. if you are claimed as a dependent, then put a

‘0’ on line A.)

4. When finished, type your name to e-sign the document in the appropriate field at the
bottom of page 1. Do not fill out any other fields after you sign and date the document.
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Ky Shawnee State

UNIVERSITY

Person Gallery

Tax Withholding Info

Search  Organization Chart My Portrait  Manage Tax Withholding: Ashton Hemdemo x

Employee Withholding Certificate

4 Hide

Sign name and
date, then stop here.

Name

Work Phone

"Ashton Hemdemo Person Number 600078

Work E-Mail  ahcmdemo@shawnee ey

....... Pl P oy oy [t ST 1 o A g e et e ot g o oy g
that apply. ‘avoks having 100 Kt tax withheld.

* f nelther of the above situations applies, stop here and enter the number from Ine M on line 5 of Form We4 below.
W-4 to your employer. Keep the top your

. W-4 ‘ ployee's With Certificate P
fhe

’ 2017

T Your st name 4n miade K Tast e T Vour sociel secrity mamber
Astion cmdemo 207.85.7805
3 [Fsnge | Titamed | Mamed, but wihhokd s hegher Single rae.
321 Main Sweet Note. 1 et gy swatc o s & ScrvesiSert aben. chuch e S Bon
=Gy o o e, WA TP G

e o o o]

4 Wyou 3
Portsmouth, OM - 45662 check hare. 1-800. » 0

5 Total number of allowances you are claiming (rom line H sbove or from the sppicable workshoet on page2) | 5 Q
6 Additional amount, It any, you want withhekd from each paycheck 68 o
7 I claim exemption from withholding for 2017., and | certiy that | meet both of the following conditions for exemption.
* Last year | had a right to a refund of all fedral income tax withhek because | had no tax lability, and
« This year | expect a refund of allfederal income tax withheld because | expect 1o have no tax
1f you meet both conditions. write “Exempt” here »[7
Under penalties X Tiave examined this Corificate and, 10 1he best of iy knowledge and beliel. i s 56, Corect, and Complote.

Employee’s signature
[T oy w07 |

Shawnee State University, 940 2nd St Portsmouth, Onio - 45662 [ 310864917
For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 102200 Form W4 017}

-

5. Click “1 agree” to finish the document.

6. Click “Done” to finish editing your W-4 Federal Tax Withholdings.

Edit your State Withholdings

Follow these instructions to edit your State Withholdings:

1. Click the “pencil” icon next to the state item requiring revision.
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/ﬁ\ What do you need to do or find?

Person Gallery

Search  Organization Chart My Porfrait = Manage Tax Withholding: Ashton Hcmdemo x

Employee Withholding Certificate
A4 Hide
Name "Ashton Hcmdemo Person Number 600078

Work Phone Work E-Mail ahcmdemo@shawnee.edu

4 Basic Information

Effective As-of Date  4/5/17 Y
4 Details
Tax Reporting Unit: Shawnee State University LE

Actions v View w _’,"3 Add State Withholding ~ Show States

ili Income Tax it i
Tax Type Filing Status Allowance Exempt Additional Tax Edit
Federal Single 0 No 0

OH 0 0

2. A section displaying the PDF file of your state withholding exemption certificate will
appear. On each line, there is a box for you to enter values for each step of the form.

A Whatdoyouneediodooring? Q k ™ B €@ @ AsntonHemdemo~

Person Gallery

Search  Organization Chart My Porfrait  Manage Tax Withholding: Ashton Hcmdemo x

Employee Withholding Certificate
A Hide
Name "Ashton Hemdemo Person Number 600078
Work Phone Work E-Mail ahcmdemo@shawnee.edu
Done

WTH_IT4_Final_2006_GEN_051507.pmd

thholding untl the next year but requires the fling of a new
certificate. If possible, file a new certificate by Dec. 1st of the
year in which the death occurs.

S please detach here

e
i f . . . £}
Ohio | Repamente Certificate Rev. 507

Hemdemo, Ashton 297-85-7895

P Social Security number’
321 Main Street, Portsmouth, OH - 45662

Home address and ZIP cod

Public school district of residence. School district no.
(See Tix Finder at tax.ohio.gov)

1. Personal exemption for yourself, enter *1" if daimed

2. If married, personal exemption for your spouse if not separately ciaimed (enter *1" if claimed)

3. Exemptions for dependents

0
0.00

4. Add the exemptions that you have claimed above and enter total

5. Additional withholding per pay period under agreement with employer $

Under the penalties of perjury. | certify that the number of exemptions claimed on this certificate does not exceed the number to which | am entitied.

3. Enter values in the boxes on each line.

a. For example, if you are claiming a personal exemption for yourself, type a ‘1’ on line 1
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4. When finished, type your hame to e-sign the document in the appropriate field at the
bottom of page 1. Do not fill out any other fields after you sign and date the document.

5. Click “l agree” to finish the document.

6. Click “Done” to finish editing your State Employee’s Withholding Exemption Certificate.

Final Notes

By following these steps, you have successfully changed the withholding preferences for your
Federal W-4 and/or State Employee’s Withholding Exemption Certificate.
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