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

Step 2

1. Click Start to enter the Employee Withholding Resource Center
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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
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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
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Step 8

1. Select a filing status
2. Click Next
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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
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Option 1 - | want to use the worksheet to calculate roughly accurate withholding

1. Select two (2) or three (3) jobs
2. Click Next
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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
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Step 10

1. Determine if you would like to claim any dependents

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

5. Click Next
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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
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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
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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
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