2024 FORM W4 TAX WITHHOLDING CHANGES
FEDERAL & STATE

1. Go to Show Menu (“Hamburger” icon) > My Info > My HR > Forms > Government Forms >
Withholding
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2. Click on “Add New” in top right corner

4« Withholding
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Select “+ Add” for the type of withholding you’d like to change, either Federal or lowa



Add New Withholding X

2024 ~
v Name Code
v Federal (1)
Employee's Withholding Certificate Ww-4 + Add
v lowa (1)
Employee Withholding Allowance Certificate W-4 + Add

3. Make sure the information being populated into the form is accurate. If any information is not
accurate, please contact Human Resources.

4. Complete the form. Instructions can be found:

e For lowa -- following page 1
e For Federal -- click the link at the top of the form

v Instructions

Department of the Treasury Internal Revenue Service

Form W-4
OMB No. 1543-0074
2024

Detailed instructions (PDF)

5. If you need assistance in the amount to claim on your form(s), please ask a tax professional. City of
WDM HR and Payroll staff are not qualified tax professionals and cannot give advice. Choose “Exempt”
ONLY if you do not expect to owe any tax.

6. Once you have filled out the form, click “Submit” in the top right corner. If you fail to hit “Submit”
and only hit “Save”, the form will not be routed to payroll for approval.

7. After submitting, you will be prompted to add your password. This is your UKG password. Enter your
password and click “l agree”. This is your electronic signature for the form.



Submit Withholding Form X

(D  Please type your (Deirdre Burg) password to confirm.

| Please read all information below. Populating

required fields and clicking 'TAgree’ button below will

i submit this withholding form to HR department for y

further verification. !
\

| Password*

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

You may also download a PDF for your records.

Once the changes are submitted, the Payroll Administrator will need to review and approve before the
change takes effect in the system. Effective dates during the payroll processing week (week following
end of pay period) may not take effect until the following pay day.



