—an Contra Costa County
PeopleSoft Training Job Aid W-4

Updating Federal (W-4) Tax Withholding

Requirements: To use the updateable PDF tax forms, employees must have proper internet access
and Adobe Acrobat Reader DC installed. In addition, and due to current Adobe PDF limitations,
updateable PDF tax forms are available only from a desktop or laptop; they are not available from a
mobile device. Employees who cannot submit tax changes online, must complete a form and submit
to the Office of the Auditor-Controller Payroll Division for processing.

Click here to Download Adobe PDF Reader

Instructions:

Step | Action

1. | Login in to Employee Self Service, and click on the Payroll Tile.

v Employee Self Service

Personal Details

poy

Last Pey Date 01/10/2020

2. | Access the Tax Withholding panel to review or update your tax withholding elections.

< Employee Solf Service

B paychecks

P:mmmmmq

Direct Depasit
] pe

ER asvance Pay Options

3. | You will see two tax jurisdictions under Tax Withholdings - Federal and State (California). The
arrowheads on the right indicate that a form is available for update.

Tax Withholding

Company Contra Costa Gounty

Status  Active
Form Type Jurisdiction Withholding Details
Tax Status Married
Federal Dependent Amount 0.00
Other Income 0.00 Deductions 0.00
»
Extra Withholding 150.00 Other
Tax Status Marrled Withholding Allowances 1
Additional Amount 50.00 Additional Allowances
>
Additional Percentage Other
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https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html

Contra Costa County
PeopleSoft Training Job Aid W-4

Action

Each tax jurisdiction is separate, and will display your current tax withholding elections under
Withholding Details.

Tax Withholding

Company Contra Costa County

Status  Active

Form Type  Jurisdiction Withholding Details

Tax Status Married

Federal Federal Dependent Amount 2000.00
Other Income 0.00 Deductions 0.00
Extra Withholding 0.00 Other Multiple Jobs/Spouse Works.
Tax Status Single i i
State California g Withholding Allowances 1

Additional Amount 0.00 Additional Allowances

Additional Percentage Other

To update your Federal Tax Withholding, select Federal jurisdiction. For instructions on updating your
California State Taxes, refer to the State Tax Withholding Job Aid under epay.

Form Type  Jurisdiction

Federal Federal

State California

The Federal Tax Withholding Forms page appeatrs.
Federal Tax Withholding Forms

Company Contra Costa County

You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income tax is withheld from your wages based on the marital status and your entries for steps 2 through 4 on Form W-4. You may
also specify that an additional dollar amount of tax be withheld. You can file a new Form W-4 any time your tax situation changes and
you choose to have more, or less, tax withheld.

You can make changes online using the downloaded updatable PDF form and submit the changes for processing by your payroll
department. Be sure to print or save a copy of the completed form for your records.

If you cannot submit your tax withholding changes online using the PDF forms, please print, complete the form, and submit to:

Office of the Auditor-Controller
Payroll Division

625 Court St. Rm 203
Martinez, CA 84553

Updateable Forms

Form Description

W-4 Employee's Withholding Certificate
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Action

Read the information on the page, and when ready to make an update, click on the W-4 form under
Updateable Forms.

Updateable Forms

Form Description /

W-4 Employee's Withholding Certificate

8. | The system displays a warning that a form with personal information will be downloaded to the user’s
computer. Click OK to proceed.

WARNING

The system will download to your computer a copy of the tax form which contains personal information,
You should only continue if you are using a trusted and secure computer.
You should not continue if you are using a shared computer or public computer (such as those in a library or intemet calé); doing this could leave your personal information vulnerable.

oK Cancel

9. | If you continue past the warning message, the system downloads the form and, depending on the
browser settings, will prompt you to save or open the PDF file. From your browser, download and save
the file to your computer. Do not click Open.

You will first need to click on ‘Save’, ‘Open with’, and select Adobe Reader. Only Save if you are
using your own trusted computer device. Adobe Acrobat Reader DC must be installed on your
PC).

Locate the file saved on your computer and right click to see options for opening the file. See below.
Always use Adobe Acrobat Reader to open the file.

Cpen with » | Jv Adobe Acrobat
m Adobe Acrobat Reader DC |

E Google Chrome

(= Internet Explorer

[q Microsoft Edge

E Search the Microsoft Store
Choose another app

10.| PDF form will open. This may take a few seconds. NOTE: If you do not see the Submit button on the
bottom of the form, do not enter any information, contact Helpdek Support.
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Action

If the browser does not prompt the employee to open the file, employee can open it manually.

.| The updateable Form W-4 will appear your screen. Only page one of online tax form W-4 is fillable. All

other pages are to be used for employee reference and calculation.

12.

The online Form W-4 will have certain fields

pre-filled such as EE name, home address, Wl | Emplojee’s Withholding Certificate  |omw o
.. . . > Give Form W-4 to your employer.
last 4 digits of SSN, and Company = ML T e R
information. e :
Iformaton o

&) L ISingle or Marriea
Married filng Jointh
[ Head of houscho

fect and pay mere than nalf the costs of keesing up & home for yoursed and a aualéying irdivdual)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more Information on each step, who can
claim exemption from withhalding, when to Use the online estimater, and privacy.

Step 2: Complate this step if you (1) held 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. an income earned from all of these jobs,

or Spouse Do enly one of the following.

Works {a) Use the estimator at winw. irs.gov/W4ARp for most accurate withholding for this step [and Steps 3~4); or

{b) Use the Multiple Jobs Workshest on page 3 and enler the result in Step &(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 accurats for jobs with similar pay; otharwiss, 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 self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for anly ONE of these jobs. Lazve those steps blank for tha other jobs. (Your withhalding wil
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your income will be $200,000 of less (S400,000 of less if married filing jointly):
Claim Muttiply the number of qualifying chidren under age 17 by $2,000 & $
Dependents Pl « = g8 17 by 32
Multiply the number of other dependents by $500 R
Add the amounts above and enter the total hera . 3 |

13.

Notice the submit button is located at the BOTTOM of page one. You will click o'n' thi-s'icb-n' 6nce you
have completed the form and are ready to finalize changes.

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 102200 Form W-4 (2020)

Submit

4

If you do not see the Submit button, close out the pdf, and ensure you reopen using Adobe Acrobat
Reader DC.

If you are still unable to see the Submit button, please print and complete a W-4 form and submit to the
Office of the Auditor-Controller, Payroll Division. You may also contact the Helpdesk for assistance.

14,

Review the instructions on the form.

15.

Filing Status: This is arequired field.

Complete Step 1c of Form W-4, by indicating your filing (marital) status.

(c) DSingle or Married filing separately
Married filing jointly {or Qualifying widow(er))

D 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.)

16.

Steps 2 through 4 are optional: Employees should complete Steps 2, 3 and/or 4 if relevant to their
personal tax situations. These steps show adjustments that will affect the withholding calculation.
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Action

Please read the instructions on the form for each section.

17.| EXEMPT from Withholding

If you wish to claim EXEMPT from federal income tax withholding, and meet the conditions
indicated on Form W-4:

Using the dropdown under Step 4c, select Exempt. If you choose to claim exempt this means there will
be no federal tax withholding from your paycheck.

‘4{0) ‘$ Note: No adjustments or extra withholding are allowed when claiming exempt. If
you have entered amounts in Steps 3-4, and have selected Exempt, you will
Mot Applicable

Mo AorTonis = receive an error message upon submission. Correct your errors, and resubmit for
Ly

18.| Once you have completed the W- 4 form, click on the Submit button on the BOTTOM of page one.

Submit

19.| After you click on ‘Submit’, the system will prompt you to enter your PeopleSoft User ID (5 digit
employee ID) and password.

Wirwdewes Securty *

Acrobat.exe

The server cohu2 hosted.cherryroad_com s asking for your
user name and password. The server reports that it is from
PeopleSoft Enterprise PeopleToals.

[:l Remember my credenbals

oK Cancel

20.| The system validates the logon credentials and updates the database. This will take a few seconds to
process.

Depending on your browser, you may receive a couple pop up messages:

= Waming: JavaScript Window - F

I@‘ Cannot retrieve Submit button from a report template
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Action

21. The system displays a new PDF file with a confirmation message indicating your changes have been
processed, along with a copy of your submitted form and additional information.
The changes you have made to your Employee Withholding
. . . Allowance Certificate have been successfully submitted on
If the submission is unsuccessful, an error message LU20002%: You can scroll to the next page to view your
will be displayed on the PDF, indicating reason for saved data or printisave a copy of this document for your
error. Employee must close out of all PDF forms, records.
open a new form, correct any errors previously Please be advised when you close this document the original
H PDF document remains open for your reference. To exit the
ente red’ and reSmelt' application process, you will need to close both the original
and the updated PDF documents.
If you need to make additional changes, you must navigate
back to the Tax Withholding Forms page and begin the
process again.
To see your tax updated changes you must click on 'Tax
Withholding' under 'Employee Self Service'.
22| Return to the Tax Withholding page, by closing out all PDF tax forms.
Save your PDF tax forms to your computer, as needed.
23.

To see your updated changes, refresh the page by clicking on |e1 I
ax wi olding

24,

If you wish to make another payroll update from Employee Self Service, proceed to navigate to the
appropriate menu option.

25.

If you are completed with your changes, log out of PeopleSoft, by clicking on the menu bar on the top
right of page, and selecting Sign Out.

Personalize Homepage

Help

Sign Oul

End of Procedure.
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