Updating Federal Tax Forms

All employees must login to ADP by visiting https://workforcenow.adp.com and update their federal tax
forms.

1. Login to ADP then click MYSELF.
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Updating Federal Tax Forms

3. Click START under the federal tax forms.

Federal

W-4

Complete this form to make changes

4. Click the NEXT button to begin.

Federal Tax Withholding

Before You Begin

Beginning with 2020, the Federal Withholding Form W-4 is
from prior versions. It's

that you download and review the form, instructions, and

worksheets prior to completing this process.

& Download a blank copy of Form W-4
3 After you review the instructions, you can fill out your Form
W-4 using this convenient tool. Complete the form so that
e your employer can withhold the correct federal income tax

from your pay. The IRS recommends that you complete a new
Form W-4 when your personal or financial situation changes.

Ifyou need assistance completing your Form W-4, consuit
your tax professional.

CANCEL

5. Important you must verify your address. If this is incorrect, stop what you are doing and
contact Human Resources at 740-345-9861. If your information is correct, click NEXT.

Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

Is this information correct?
If your name is incorrect, contact your HR Representative to have it fixed before you proceed.

Your first name, middle, and last name

Your home address

Your Social Security number (D Reveal

If you click Reveal, use caution to prevent your sensitive information from being viewed by
others.

Does your name match the name on your Social Security card? If not, to ensure you get credit for
your eamings, contact the SSA at 800-772-1213 or go to www.ssa.gov

CANCEL PREVIOUS



Updating Federal Tax Forms

6. Choose your residency status. Most people will select I’'M A US CITIZEN OR A RESIDENT ALIEN.
After you answer click NEXT.

Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

Are you a nonresident alien?

‘You are considered a nonresident alien if you are not a US citizen and do not meet either the green card test or the
substantial presence test for the calendar year (January 1 - December 31).

I'm a nonresident alien.

@ I'm a US citizen or a resident alien.

CANCEL PREVIOUS

7. Continue to answer all of the required questions until you reach a recap of your answers.

8. Confirm the information you entered is correct and click the checkbox to sign the form then click
DONE.

Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

Your Form W-4, Employee's Withholding Certificate

Review the entire form (scroll. if needed). To confirm that everything is true. correct and complete. check the box below
the form. Then, click Done.

Employee’s Withholding Certificate OME o 154
B Give Form W-d to your empioyer. 2
> Your wihha S s bt 13 e by s IS
L g v

Completa Steps 2-4 ONLY if they apply to you; otherwise, skip 1o Step §. See Dage. nformation on sach step, who can
Cam sxsrmpton e wihhuiing, when 191138 the ssimmata st wwm s gom/Wikep. an privacy
Stepz Compete thie siep 1 you 1] hod mare than ore job 1 2 b, or ) arw mared g fontly and your spoets
Multpie Jops 350 Wk T amount ot winnoiding e IGome sarmed o & of hese s
or Spause o oy ane of the folowing
Works {a) Lsa the estimator at wiww s gowWdADg for most accurate wihio ding for this step &

) Usethe Mt i Jobs Workshest on pge 3 and et e et Step 45 biom for o

{5 1 1o arm oy s i o, you ey chc i o Do the kams om Form Wied &

= accurate for jobs milh s pay. cihernise, rore L than necessamy ey be withbeid

TIB: To b grm W4 for 2 other jobs. If yo Spouss] hava sof-empioyment

et cmiractor, use the extmalor
Compiete Steps 3-4fb on Form W-4 for only ONE of these jobs. stops blark for the otherjobs. (¥our wirroiding w
5 mos accurate | you camaeta S W4 tor ot |
Step 3: w5 (3400 w33 if married fing jointly):
Ciaim T
o dents ron uncie 3gn 172y S2.000

Mty s memoee of otner Sepnants by $500 ,s

Add the amounts shove and enter ihe total here. 38

Step 4 (2] Other income not fram jobs). © you warl tax w far giher m v
Under penalties of perjury, | dedare that | have examined this certificate and, to the best of

my knowledge and belief, it is true, correct, and complete.
1 agree under penalty of perjury to the declaration above and understand that this form is not
valid until | have provided my electronic signature by acknowledging and clicking Done.
Date: Jan 12 2022

CANCEL PREVIOUS

BPRINT COMPLETED FORM

Important!

Success!

Your federal withholding will be used for federal tax calculation purposes only. You must complete:
your state. g forms to select your state \g amounts.






