Updating IRS Form
W-4 Through Your

—mployee Self-Service
(ESS) Portal




What is IRS Form W-4?

Form W-4, also known as the Employee’s Withholding Certificate, is an IRS form that
employees use to help their employer determine how much Federal Income Tax to withhold
from each paycheck.

Effective January 1st, 2020, the IRS released a new format of the Form W-4, no longer

allowing employees to claim allowances. The various tax changes of the 2017 Tax Cuts and
Jobs Act ultimately prompted the IRS to redesign the form.

Completing IRS Form W-4

To login to the Employee Self-Service Portal, go to https:/pea-ep.prismhr.com

You may also use the PrestigeGO mobile app on your iPhone or Android.
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Step 1

1. From your ESS Dashboard, click Taxes
2. Under Taxes, click Tax Withholding

Your current Federal and State (if applicable) tax information will appear
3. Click Update Forms to change your current withholding
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Step 2

1. Click Start to enter the Employee Withholding Resource Center

# Home | o M|
& Personal > i
@ Berefis >
Pay > Employee Withholding Resource Center
Paid Time OFf The assistant can guide you to the corect forms. You can also choose which forms you would like to fill out if you're certain
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Step 3

1.  Select which sections you would like to complete

2. Click Continue
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Step 4

1. Complete the Survey
2. Click Next to continue
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Step 5

1.  To begin the tax form, click Start

A Home
& Personal > i
@ Benefits > Federal — Summary
Pay > @ Check my progress. Based on answers you provided, we have determined the following
Federal withholding form(s) may apply to you
Paid Time Off
k- =
M e FEDERAL W4  Employes's Wihholding Certificate Not completed
M Taxes ~ € Back
Tax withholding
w2

Step 6

1. Complete the Nonresident Alien survey
2. Click Next
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Step 7

1. Determine if you are exempt or not exempt from withholding
Please note: If you are exempt, skip to Step 12 where you can review and submit the form

2. Click Next
#A Home
&  Personal >
®®  Benefis > Federal = Employee’s Withholding Certificate = W-4
Pay >

M Documents

Paid Time Off
m @ Form and Instructions

© Time & Atendance

© Check my progress Select one
W Gvents 0
© | am NOT exempt from 2022 withholding and want to complete this form
M Taxes ~
Nonresident Alien »> © | am exempt from 2022 withhelding
_ To be exempt, you must meet the following requirements:
: « For 2021, you had no federal income tax liability; AND
1005-C = - bt
W  Mobile App
%  Kronos 550 Dev
W Me:Life S50 Dev
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Step 8

1. Select a filing status
2. Click Next
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Time & Attendance

& manm

Selecta filing status

©) Single or Married filng separstely
© Married fiing jointly or Qualifying widow(er)

© 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 )
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Step 9

1. Based on the criteria, select one of the three options

Please note: Option T has a couple of steps that need to be completed before proceeding to

the next part of the document
2. Click Next

© Check my progress 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 correct amount of withholding depends on income earned from all of
these jobs,

Nonresident Alien > Select one

Exemption | @ a) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below (Will not o

check two jobs checkbox)

Filing Status | : :

) b) 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 generally more accurate than (b) if pay at the lower paying job is more
Step 2 Survey > than half of the pay at the higher paying job. Otherwise, (b) is more accurate

() c) None of the above

Option 1 - | want to use the worksheet to calculate roughly accurate withholding

1. Select two (2) or three (3) jobs
2. Click Next

Home

1e

Personal >

W Banehc: ¥ Federal = Employes’s Withholding Cartificate = W.d

Pay >

Paid Time Off
@ Form and Instructions

M Documents

© Check my progress o Multiple jobs worksheet, select one
Events

O Two (2) jobs

Taxes W

Nonresident Alien > © Thraa (3) jobs

Exemption >
- xomgiion — 9

fhecc Filing Status »
w  Mobile hpp Step 2 Survey »
B Kronos 550 Dev Multiple Jobs Worksheet Survey - Step 2b

W Me:Life 550 Dev
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Option 1 (continued)

1. Use the worksheet to compute an estimate withholding

2. For two (2) jobs, enter the information in boxes 1 and 3; box 4 will auto-calculate for you

3. Click Next
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4. For three (3) jobs, enter the information in boxes 2a, 2b, and 3; boxes 2c and 4 will

auto-calculate for you
5. Click Next

e — R
[ T— Simp 22, "t » st  Fem et -
FpE— > e e 5 ot o P g o
9 bewn 5 tan 1 Pughcntion 505
. i W -I Fage 4 Taxatie Vieage and Satary Tables
: B 5 Mot Firy e
T T 2 . *I s S e T s g
*
L]
L]
s L e “Highas Parying Job™ s Parying
- U 0 Bo” coburn. and ervier hat vadn on b B
O Trei s
5 Fem ™ popeg joa 4 i T Tger Payeng Jb” i 40k ke Tt Sl e B ot T 08 Lt Fiying s
atia 4o page o

PR

2024 Payoll Year-End Guide

o PrestigePEO



Step 10

1. Determine if you would like to claim any dependents

2. Click Next

# Home
&  Personal >
W Beneins 3

Pay >

Paid Time Off

Dacuments

Federal = Employee’s Withhoiding Cerbficals = W-d

B Check my progress
i Eeenc

M Taues w I

= |
[

Would you like to claim any dependents?
0 Yes
O No

To qualify for the child tax credit, the child must meet the all of following conditions

« be under age 17 as of December 31
« be your dapendam who fves with you for mora than half tha year
+ hava 5 valid social sacurity numbss

e

4. |If you are claiming dependents, complete these three (3) steps

5. Click Next

# Home

& Personal >

% Benefics >
Pay »
Paid Time Off

k2P| O Form and Instructions

Federal = Employee’s Withholding Certificate = W-4

© Check my progress

Number of dependents under the age of 17

v

Number of other dependents

Exemption

v

Filing Status

Other tax credits (such as education tax credits and the foreign tax credit)

Mobile App
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Step 1

1. Determine if you would like to include other income (not from a job), deductions, and
extra withholding

2. Click Next
w wome I
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@ Chach rry primgwss. o Would you ke nplete atep 4 [Othér A for oither income, deductions, and extra withholding? This step is optional
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4. If you are including other income, deductions, or extra withholding, complete these steps

5. Click Next
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6. If you expect to claim deductions other than the standard deduction and want to reduce
your withholding, complete these steps

7. Click Next

© Check my progress G 1. Enter an estimate of your 2023 itemized deductions (from Schedule A [Form 1040}). Such i may include ifyi
home gage interest, state and local taxes (up to $10,000), and medical expenses in exceas of 7.5% of
your income,
§

¥

2. Enter $27, 700 if you're married filing jointly or a qualifying surviving spouse; 520,800 if you're head of household; $13,850 if
you're single or married filing separately

A4

27700 b

,_
G
v

3. if line 1 is greater than line 2, subtract line 2 from line 1 and enter the reault here. If line 2 is greater line 1 , entar 0

v

v

50

Note: This iz a comgniled valus

4. Enter an estimate of your student loan interest, IRA, contributions, and certain other adjustments (from Part Il of Schedule 1
(Form 1040)). Se& Pub. 505 for mare information.

5

B, Add line 3 and 4, Enter the result here and in Step 4(b) of Form W-4

<@ 3

Step 12

¢ Review the form for accuracy

*  Print/Save a copy for your records

*  When ready to submit, check the box
* Click Submit Form

Please review the document below

If you would like to make any changes, you may return to the previous page.

If you would like to submit this form, please agree to the terms below.

Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete

S Fom | i |
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