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UltiPro: Change W-4 Job Aid

This job aid is intended for NSM employees to utilize when changing W-4 information in UltiPro.

1. Click the UltiPro icon on your desktop.

2. Choose Myself from the Main Menu.

3. Choose Income Tax from the Pay category.

MENU e— = MYSELF

® Personal
Employee Summary
Mame, Address, and

Teleph
= elephone
Inbox Status/Key Dates
Contacts

Emergency Contacts
Property

Private Info

Other Personal Info

My Company
Company Info
Electronic Forms
Ernployee Directory
Organization Chart
View Cpportunities
UltimateSoftware com

MY TEAM ADMINISTRATION SYSTEM CONFIGURATION MORE
Jobs Career Development Benefits
Job Summary Available Benefits Summary
Compensation Current Beneficiaries/Dependents
Job History Completed Investments
Reviews PTO Plans
Pay
Other Company Info COBRA
_ Current Pay Statement 1005-C
Career & Education Pay History Links
Goals YTO Summary
Competencies Direct Deposit Open Enrollment
Personal Development Documents
Talent Profile W-2
Employee Documents
Licenses Model My Pay 0
ocument
Skills Time Management Acknowledgment
Tests
Previous Employment Time Clock Entry
Awards
Education

Relocation Preferences

4. Click Add/Change Withholding Form (W-4).

Current Pay Statement Pay History ¥TD Summary Direct Deposit Income Tax W-2 Model My Pay

@ Information

Contact your employer for details.

Form W-2 Wage and Tax Statement

+ Per your election, you will only receive an electronic copy of U.S. Form W-2

+ Consent applies to all Forms W-2 and W-2C issued after consent is given and will remain until consent is withdrawn by changing
your election. To obtain a paper copy you may change your election at any time; however changes will not take effect f
already issued. You can withdraw consent to online delivery at any time by changing your selection.

+ The provision of an employee’s Form W-2 by electronic format may or may not cease upon cessation of individual's em
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Things I Can Do

Change W-2 Consent Form

Add Direct Deposit
Change Pay Statement Preference

Add/Change Withholding Form)|
-4
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UltiPro: Change W-4 Job Aid

5. Click Employee’s Witholding Allowance Certificate (W-4).

Current Pay Statement Pay History ¥TD Summary Direct Depaosit Income Tax W-2 Model My Pay
Withholding Forms (W-4) 0 006
back print  help
Add/Change Withholding Form (W-4)
Description Form ¥
Federal 6—'} Employee’s Withholding Allowance Certificate (W-4) I
= Certificado de Exencion de Retenciones del Empleado {(W-4(SP
+ Employee’s Withholding Allowance Certificate (W-4 (NRAJ)
*Note: Fields marked with an astric * are required.
6. Select the appropriate Filing Status.
7. Enter the total number of Allowances.
8. Click Next.
Withholding - Federal A 10 00
next cancel help
Federal Tax Form W-4 RFull Instructions

# Filing Status W-4 Box 3

If married, but legally separated, or spouse is a nonresident alien, select the "Single" option.
() Single

() Married

() Married, but withhold at higher Single rate

Last Name W-4 Box 4

[]Your last name differs from that shown on your Social Security card.

Allowances W-4 Box 5
See Full Instructions for details.

?

Total number of allowances you are claiming.

Additional Withholdings W-4 Box 6
Additional amount, if any, to be withheld from each paycheck.

$

Exemption from Taxes \W-4 Sox 7

[ claim exemption from withholding. | certify that | meet both of the following conditions for exemption:
« Lastyear | had a right to a refund of all federal income tax withheld because | had no tax liability, and
» This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.
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UltiPro: Change W-4 Job Aid

9. Click the checkbox to declare that the information is true, correct and complete.

10. Click Sign & Save.

Q@

Withholding - Federal

Sign & Save

Federal Tax Form W-4

EUnder penalties of perjury, | declare that | have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete.

-+

Automatic Zoom

edit labels

Form W-4 (2018)

Future developments. For the latest
information about any future developments
related to Form W-4, such as legislation
enacted after it was published, go to
www.irs.gov/FormWa4.

Purpose. Complete Form W-4 so that your
employer can withhold the correct federal
income tax from your pay. Consider
completing a new Form W-4 each year and
when your personal or financial situation
changes.

Exemption from withhelding. You may
claim exemption from withholding for 2018
if both of the following apply.

* For 2017 you had a right to a refund of all
federal income tax withheld because vou

using this calculator if you have a more
complicated tax situation, such as if you
have a working spouse, more than one job,
or a large amount of nonwage income
outside of your job. After your Form W-4
takes effect, you can also use this
calculator to see how the amount of tax
you're having withheld compares to your
projected total tax for 2018. If you use the
calculator, you don't need to complete any
of the worksheets for Form W-4.

Note that if you have too much tax
withheld, you will receive a refund when you
file your tax return. If you have too little tax
withheld, you will owe tax when you file your
tax return, and you might owe a penalty.
Filers with multiple jobs or working
spouses. If you have more than one job at

Specific Instructions

Personal Allowances Worksheet
Complete this workshest on page 3 first to
determine the number of withholding
allowances to claim.

Line C. Head of household please note:
Generally, you can claim head of
household filing status on your tax return
only if you're unmarried and pay more than
50% of the costs of keeping up a home for
yourself and a qualifying individual. See
Pub. 501 for more information about filing
status.

Line E. Child tax credit. When you file
your tax return, you might be eligible to
claim a credit for each of your qualifying
children. To qualify, the child must be

back
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