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How to Change your W4 & State Taxes 

1. From the MIV, log in to MyHR – this may prompt you to open Microsoft Edge, select Allow 

 
2. On the left select Employee which will open a new menu below it 
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3. In that menu select To Do which will open another menu below it 

 
4. In that menu select W4  
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***Please note – the week prior to the pay date you will be locked out of making any W4 
changes Wednesday & Thursday and will receive the following message while payroll is 
processed. Please try to update on another day.*** 

 
 

5. This will show you what you are currently claiming for Federal W/H and Ohio State W/H. 
Next to each option you can click on the gray arrow to edit your selections. 

 
6. Federal Changes: The IRS has implemented a new form for 2020 which no longer has 

exemptions based on a number, but rather based on a dollar amount. If you have 
questions in regards to how to fill out your 2020 selections you can refer to their website 
FAQ’s here https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4 or use their tax 
withholding estimator here https://www.irs.gov/individuals/tax-withholding-estimator 
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7. You can then select Continue at the bottom of the screen to save your changes 

 
8. State Changes: Ohio is still operating using exemptions: the larger the number of 

exemptions, the less amount of tax will be deducted from your pay. Once you’ve made 
changes you can select Continue at the bottom of the screen to save your changes. 
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9. Please be advised if you do not set up or complete these selections, the system will default 

to Single with zero exemptions.  
10. These changes take 24 hours to update and can be changed at any time. 
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