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How to Change your W4 & State Taxes
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From the MIV, log in to MyHR — this may prompt you to open Microsoft Edge, select Allow

POLICY & REFERENCE APPLICATIONS

Short Film "Toxic" to Screen
at MetroHealth Feb. 20

Racism. Toxic stress. Birth outcomes. How are
these issues intertwined? The short film Toxic:
A Black Woman's Story, seeks to find out. Join
us at noon this Thursday in Scott Auditorium.

READ MORE » ‘
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2. On the left select Employee which will open a new menu below it

Employee

Employee Transition Pr...

Opportuniti=s

See a list of open jobs

r Review my paycheck details

. Find a Coworker
‘Q Search for other company employees

The MetroHealth System | 2500 MetroHealth Drive | Cleveland, Ohio 44109-1998 | metrohealth.org




w MetroHealth

3. In that menu select To Do which will open another menu below it

Pay Checks

2 Employee i

Home -

earch for other company employees

G

View Compensation
-+ Benefits

My Profile

Find A Coworker

Opportunities

—|— To Do

4. In that menu select W4

Employee

Home
View Compensation
~+ Benefits
My Profile
Find A Coworker
Opportunities
— ToDo
Pay Schedule
Pay Checks
Kronos
W4
Prior To 2017 Pay Rate Hi...
LEAP

Lawson

Metro Healthy
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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.***

@ Dialog

Emer: Accass denbad, A paynol cycla = cumanily i progress. Fiesaza

Iry aqain fater

OK

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.

Tax Withholding

Deductions
Descnption
WELLINGTON EXEMPTED VILLAGE SD

CLEVELAND

G DreneraL Wi
G Dotio sTaTE Wi

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/fags-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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W-4 Employee’s Withholding Certificate | oM No. 15450074
Fom » Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay. A
Deapartmont of the Treasury » Give Form W-4 to your employer. [_)20
Internal Fevenus Servica » Your withholding is subject to review hymelﬂs
Step 1: T8} st name and middie infial Tast name 5] Social security number
Enter g

» Does name match the
Personal "W social security
Inf O l:!nl? mt,lnumymgul
Cily or town, stale, and 2IP cade

YoUr samings,
SSAE‘ABWTTZWHWQDN
WHW.S5A GOV

(e} [ Single or Married filing separately
[[] Married filing jointty for Qualitying widow(sr])
[[] Head of househeld (Check anly if you're unmaried and pay more than half the costs of keeping up a home for yoursef and & qualfying individual)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2: Complete this step If you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
Multiple Jobs also works. The correct amount of withholding depends on income eamed from all of these jobs.

or Spouse Do only one of the Tollowing.

Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

{b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or
{c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This upllon
s accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . ||

TIP: To be accurate, submit a 2020 Form W-4 for all ather jobs. If you {or your spouse) have self-employment
Income, including as an independent contractor, use the estimator.

Complete Steps 3-4{b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the ather jobs. (Your withhalding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your income will be $200,000 or less ($400,000 or less it married filing jointly):
Claim
D ndents Multiply the number of qualifying children under age 17 by $2,000» $
Multiply the number of other dependentsby $500 . . . . » §
Add the amounts above and enter the totalhere . . . . . . . . . . . . . 33
Step 4 {a) Other income (not from jobs). If you want tax withheld for other income you expsct
(optional): this year that won’t have withholding, enter the amount of other income here. This may
Other include interest, dividends, and retirement income . . . . . . . . . . . . 4a) |5
Adjustments = y "
{b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresulthere . . . . . . . . . . . . o. oo owown A{b) |
(c) Extra withholding. Enter any additional tax you want withheld each pay period . | 4{c)|$
Step 5: Under penalties of perjury, | declara that thi i o the bast of my and balief, is trus, cormect, and complate.
Sign
Here } ’
Employee's signature (This form Is not valld unless you sign it.) Date

7. You can then select Continue at the bottom of the screen to save your changes

Employer identification number (EIN}

m Maodel m W-4 Instructions

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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OHIO STATE W/H

*Required fields are indicated

Residency | Resident v |
Status™ | Single - |

Exemptions | 1 |

Additional Amount

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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