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W4 Withholding - Quick Reference
When updating your tax information via self-service, the information you enter will update both your federal and state withholdings.  Click on the link below to access a more complete set of instructions for W4 Self Service:
http://www.sbcounty.gov/Uploads/EMACS/forms/W4%20Withholding%20Detail.pdf
NAVIGATION
Log into EMACS and follow the menu options below to view and change W-4 Tax Information:
Main Menu > Self Service > Payroll and Compensation > W-4 Tax Information
You will receive the following message.  Click on OK to proceed.
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Review Tax Address
Your current mailing and home addresses are displayed.
W-4 Tax Data
Your current Federal W-4 Tax Data for number of allowances, additional withholdings and marital status is displayed. The number 'zero' will appear for allowances if you are claiming zero allowances.  A blank field has the same meaning as zero for additional withholdings.
Total Number Of Allowances
Enter the number of allowances you are claiming.
Additional Tax Withholding Amount
Enter a dollar amount if you wish to have additional taxes withheld in excess of what is calculated based upon the tax tables for your marital status and number of allowances.  Any amount entered here will update both federal and state taxes.
Marital Status
Select the appropriate option, either Single or Married.  The withholding status “Married but withhold at the higher single rate”, defaults to the Single rate.
Last name shown differs from your Social Security Card
If your name shown at the top of this page is different than your last name shown on your social security card, please check the box.  Also, you must call the 800-phone number listed for a new card.
Exemption From Withholding
You can only claim exemption from withholding for the current tax year.  The exemption will automatically expire on February 15th the following year unless claimed again, either via self-service or on a paper form, before that date the following year.  Upon expiration, your status will default to single, zero.
Sign and Submit
After you have completed your selections, click on the 'Submit' button to update your Federal and State withholdings in EMACS.  Clicking the 'Submit' Button replaces your signature and indicates your agreement under penalties of perjury that the information is correct.
Your changes are effective the date changed on Self-Service.  However, due to timing, your changes may not be reflected on the very next paycheck.  After saving your changes, if you realize you made a mistake, just type over the fields you want to change and click on 'Submit' again to save the changes.
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