FEDERAL W-4 FORM pY
JOB AID PY-12 | INFOTYPE 0210

The purpose of this Job Aid is to provide a brief overview of the updated 2023 Federal W-4 Form and describe
the process for entering data from the form using Infotype 0210 in the Integrated HR-Payroll System.

Background Information

The Internal Revenue Service (IRS) requires individuals who want to change their withholdings on or after
12/24/2019, or individuals hired after 12/24/2019, to complete an updated Federal W-4 Form.

Overview of the W-4 Form

The updated Federal W-4 Form (including instructions) is available on the IRS website. The following sections
briefly review the steps on the form (shown below). An employee needs to carefully read the instructions
included in the W-4 form before completing it and MUST complete Step 1 and Step 5. The employee should
complete Steps 2—4 ONLY if they apply.

If the employee has questions about the W-4 form, refer them to the IRS About Form W-4, Employee's
Withholding Certificate. Please do not provide tax advice to employees.

Step 1: Enter Personal Information

The employee MUST enter their personal information.

Step 2: Multiple Jobs or Spouse Works

The employee may complete this step, following the instructions on the W-4 form, if they (1) hold
more than one job at a time, or (2) are married filing jointly and their spouse also works.

Step 3: Claim Dependents

The employee may complete this step to claim tax credits for dependents by following the
instructions on the W-4 form.

Step 4: (optional): Other Adjustments

The employee may choose to calculate other income, claim itemized deductions, or withhold
additional taxes each pay period by following the instructions on the W-4 form.

Claimed Exemption: The employee may choose to claim an exemption from federal withholding by
carefully following the instructions on page 2 of the W-4 form. They must submit a new W-4 each
year they wish to claim the exemption.

You will follow the instructions in Job Aid PY-17 to correctly process this exemption in the Integrated
HR-Payroll System.
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https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.osc.nc.gov/documents/files/py-17-processing-tax-exempt-withholding

PY-12 - Federal W-4 Form

Step 5: Sign Here

The Federal W-4 Form is not valid unless it is signed and dated by the employee. If the employee
completes a paper form, they MUST turn in a signed and dated original form. If the employee
completes the form directly in the Integrated HR-Payroll system, they MUST use an electronic
signature.

Note: Employees claiming “Exempt” status must complete a paper form.

Employers Only

The employer should enter the agency name, employee’s 1% date of employment, and the agency tax
ID.

W-4 Employee's Withholding Certlficate CRIE M. 1545-0074
Fom Complete Form W-4 so that your employer can withhold the comect federal imcome tax from your pay. .
Diapextment of the Traasury Give Form W-4 N yous ‘H‘!ﬂﬂ?‘r'

IFEE nama and mdche I raTa al
Addrss ) I Dose yowr nems match the

name on pour eacial sscarity
| ard? Hnal, 5o s you gl
[ | rench] dor yonar ammie
ponbact 554wt BOC-TFR-1210
07 0 10 W SRR GOV,

e [ Single or Marvied Sing separabely
[ Murvind fing jeintly or Gunlitying sursiving spouss
|_ Head af household }oheos orly (FpoJ i un=aried and pey moee than Pall 17 cosis of keoping us a homa for yoursel and a qualifing ndaidual )

Complete Steps 2—4 ONLY If they apply to you; otherw|ee, akip to Step 5. S2a page 2 for rare Information on each atep, who can
alaim exermplion from withhalding, ather details, snd privacy,

Step 2: Complete this steg if you (1) hold mare tan ore ok at a time, or (2) are maried fiing joinlly mod your spouss
Multiple Jobs alse works, The carrect smount of withhaldieg degands on income aemed from ol of thess jobs,

or Spouse Do only ane of the following,

Works [8) Faservad for futune uea,

(B Usie thie Mulbigie Jobs Worksneet an page 3 and ander the resull in Step 4z) below; or

[eh I thera aré only TwWo joos total, you mey oPack 1his bok, Do 1he same on Fom W-4 for the olher job, This
aption 18 genarally more acsurale than () If pay a5 the ower paylng |oh 18 more than nalf of the pny athe
higher paying job, Othersine, (b s mone sccurie . . .

TP Tyl Rave S8t -amploymant INooms, Bes page 2,

Complete Stops 3=4(b) on Form W-4 for only ONE of theas |obe, Lidye 11068 s1aps ank 1o the athar [obe. (Your withholding wil
bt rrool aeeurnde |f you complete Steps 3-d(b) an the Foeen Wed for the highant paylrg job)

Step 3 I yeanar bexial Iresearme well b S200,000 ar le (400,000 eor e (T eruerieed Nling jainly)
Claim Multiphy thet b ef qualifying ehildress under age 17 by $2.000 §
Dependant
.Mp.m" Biply thee rarekr of plboer degandentn by 8500 . . . 0 . &
Crodits Aalel tha mmiouniln st foe guindifying ehidran and alhee ulru:rrulr-'l'n Yiaia ey adid le
_ fthis the amount af sny ofher credis, Enter the toial here ., - .| a8
Step 4 (a) Other incame [not fram jobs). If e owanl e wilthbeld for albar incemrs you
(optional): enprentz] Ihis et Ihal wan'l hivee wilkibikdeng, enlar thie arvounl of otbar incore hee,
Other This may Incluce interest, divideras, ard retirervant income . . . L L)) 1]
Adjustments [b) Daductions, It you expact o claim deduatons otrer then the standard deduction and
wart b reduce your wnhnubng Lea the Deductions Warkeheet on page 4 and arter
e el e, " by &
(e} Exftra withholding. Erler any addilioral Lax you war! wihbald sach pay period . . | 4(g) &
Step 5: Under panaltias af parury. | declara that 1kls eartficatn, ba the aest of my knawiedge and Bafiet, Is frue, cormast, and complete
Sign
Here
Employee’s signature [This forrm is nol valid urless you sign it Date
Employers | Erokovecs rarme and aedres Firal dute of Employer iderification
Only amploymant rumber [EIN}
For Privacy Act and Paparwork Reduction Act Nolice, see pags 3, Cat. Mo, 102200 Form Wed (2023

T U T T N T
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PY-12 - Federal W-4 Form

Infotype 0210 Entries

In the Integrated HR-Payroll System, Infotype 0210 (Withholdings Info W4/WS5 US) underwent changes on
12/24/2019 to reflect the new Federal W-4 Form changes. When entering employee information or verifying
a IT0210 record, it is important to review all data, including the employee information in the header. The

following sections discuss the

important IT0210 areas to review and how to enter or validate that information

based on information in an employee’s completed and signed W-4 form.

Header

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

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 1/1/2023

Employee’s signature (This form is not valid unless you sign it.) Date
o _— — ——pf Y — y e e —. pr
Personnel No 80001036 Name Jean Leach .
Verify Employee

EEGroup A SPA Employees PersA 4601 Natur. Information
EESubgrou Al FT N-FLSAOT Perm Statu  Active
Start D1/01/2023 to | 12/31/9999 —< Active Validity Date ]

Filing Information

Select FED (Federal) for the Tax authority and Tax level will adjust automatically.

Filing Status should reflect the employee selection on Step 1(c) of the W-4 form.

Form w-4

Department of the Treasury|
Internal Revenue Service

Employee’s Withholding Certificate
Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
Give Form W-4 to your employer.
Your withholding is subject to review by the IRS.

‘OMB No. 1545-0074

2023

Step 1:
Enter
Personal
Information

(a) First name and middle initial Last name (b)

ocial security number

Address Does your name match the
name on your social security
card? If not, to ensure you get
credit for your earnings,

City or town, state, and ZIP code

contact SSA at 800-772-1213
or go to www.ssa.gov.

(¢) | Single or Married filing separately

Married filing jointly or Qualifying surviving spouse
Z[ 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.)

N . i o O A AN S O, -2l 00, et s - B, i . S0l

[= Filing Status (1) 3 Entries found

Tax Exempt Ind. NA&E exempt — ’
I L
Select Filing Status v Bifi=.x)
based on employee @ L Ll S
selection in Step 1(c) 1) Dag | 03 Single or Married Filing Separately
04 Married Filing Jointly /Qualifying Widowl

G:ﬂead of Household

-
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PY-12 - Federal W-4 Form

Withholding Format

Under Redesigned (TCJA) Data Input, check the box Use Higher Withholding Rates Schedule if the
employee checked the box in Step 2(c) of the W-4 form.

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
Multiple Jobs also works. The correct amount of withholding depends on income earned from all of these jobs.
or Spouse Do only one of the following.
Works (a) Reserved for future use.
(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below; 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 generally more accurate than (b) if pay at the lower paying job is more than half of the pay at the
higher paying job. Otherwise, (b) is more accurate . . . . . . . . . . . . . . . . . . 1

TIP: If you have self-employment income, see page 2.
N B st o - ey WX ot oot B P ot

*)Redesigned (TCIA)

Redesigned (TCJA) Data Input Check Use Higher Withholding

Rates Schedule if employee
Use Higher Withholding Rates Schedule checked Step 2(c)
Credits for dep. usb Dx

Under Redesigned (TCJA) Data Input, enter the total dollar amount listed by the employee on Step 3
of the W-4 form into the Credits for dep. field. The amount should be entered in US dollars and must

be $500 or more.
Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim Multiply the number of qualifying children under age 17 by $2,000 $
Dependent )
and Other Multiply the number of other dependents by $500 . . . . . §
Credits Add the amounts above for qualifying children and other dependents. You may add to
this the amount of any other credits. Enter the totalhere . . . . . . . . . . 3 |$
PP NP PP P Y Y Y S N S ——— pog—)

(+)Redesigned (TCJA)
Redesigned (TCJA) Data Input

rIZJUse Higher Withholding Rates Schedule : _ Enter the total dollar amount
Credits for dep. USD listed by the employee in Step 3

If the employee listed any Other income (not from a jobs) in Step 4(a) of the W-4 form, enter that
amount in the Other income field under Redesigned (TCJA) Data Input.

Lo oo anieu ool wy Caien o Buno, Lo e o il ties

Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you
(optional): expect this year that won’t have withholding, enter the amount of other income here.
Other This may include interest, dividends, and retirement income . . . . . . . . 4(a) |$
Adjust t (b) Deducti 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

theresultheré - : = : & : = = = : @ = © = @ = @® s ® & & & & 4(b) |$
(c) Extra withholding. Enter any additional tax you want withheld each pay period . . |4(c)|$
) Redesigned (TCJA)
Redesigned (TCJA) Data Input
Enter the dollar amount listed by Other income usb |
{ the employee in Step 4(a) D Deductions usD
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PY-12 - Federal W-4 Form

If the employee listed any Deductions in Step 4(b) of the W-4 form, enter that amount in the

Deductions field under Redesigned (TCJA) Data Input.

B L LT o ey S v
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you
(optional): expect this year that won't have withholding, enter the amount of other income here.
This may include interest, dividends, and retirementincome . . . . . . . . 4(a) [$
Other
Adjust t (b) D i 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
theresulthere: & : = : 5 ¢ @ = © = @ : = = © #: 8 & ® 3 ® & @ 4(b) |$
(c) Extra withholding. Enter any additional tax you want withheld each pay period . . |[4(c) |$
P P P i it e et bt B P it st it pecamas s it st s -
() Redesigned (TCJA)
Redesigned (TCJA) Data Input
q
Enter the dollar amount listed by Other income Usb
the employee in Step 4(b) Deductions usb |

Withholding adjustments

If the employee listed any Extra withholding in Step 4(c) of the W-4 form, enter that amount in the Add.

withholding field.
T S T O o
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you
(optional): expect this year that won't have withholding, enter the amount of other income here.
This may include interest, dividends, and retirement income . . . . . . . . 4(a) [$
Other
Adjusti t (b) D i 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
theresulthere . . . . . . . . . . . . . . . . . . .. .. 4 |[$
(c) Extra withholding. Enter any additional tax you want withheld each pay period . . | 4(c) |$
A AR Gt s M St B, - b .o b sl A -
Withholding adjustments
e L Enter the dollar amount listed
Default formula 01 PCT MTHD-RES. U by the employee in Step 4(c)

Change Record

2/10/20: Document created.

2/14/23: Updated formatting, text, and images for the 2023 form and changes in HRPY — A. Durrence
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