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Updating Your W-4 Job Aid

This job aid will instruct UWH employees how to update their W-4 in Oracle Cloud.

‘ Actio

1 Open Oracle Cloud.

2 Click the Pay tile under the Me tab.
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3 Click Tax Withholding

@ My Payslips @ Payment Methods

Document Delivery
Preferences

Set up preferences for delivering
documents.

Third-Party Payroll
Documents

search, view, print and download
payroll documents generated by
third-party payroll applications.

View, print, download and search
current and past payslips, which
contain gross pay, net pay, taxes and
other information.

Generic document type used to store,

Tax Withholding

Go here to update your federal and
state income tax withholding. Check
this information when your personal
or finanial situation changes.

Define and prioritize salary payments
details, such as payment type,
payment amount and bank accounts
details.

Previous Employment
Information

Update and view your previous
employment information here, as per
the income tax computation sheet
issued by your previous employer.

Year-End Documents

View, print, download and search
year-end documents for current or
prior tax years.

Voluntary Provident Fund

Define and update the details of your
voluntary contribution to provident
fund here.
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the righthand side to edit/add.
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Qualifying Dependents Amount

Other Dependents Amount

4 If you have current withholdings set up, they will show here. If not, it will show as none. Click the pencil to



https://launcher.myapps.microsoft.com/api/signin/d8d85358-c554-4fac-a003-11b296b52d4f?tenantId=0fd7902a-3b4f-49b0-b1ed-aaa4d2b4f5f1

Click the calendar icon and select the date you would like the change to be effective.
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“When does this change start?
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Step 1: Enter Personal Information

Note: Select Head of household only if you're unmarried and

home for yourself and a qualifying individual
*Filing Status

ried filing jointly or Qu v .
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Step 1 is required. Select your filing status from the dropdown.

Withholding Status

Step 1: Enter Personal Information

Note: Select Head of household only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.
“Filing Status

Ma

filing jointly or Q

Select a value

Head of household Otherwise, skip to Step 5.

step, who can claim exemption frem withholding, and when to use the estimator at www.irs.gov/W4App.
Married filing jointly or Qualifying surviving spouse

| single or Married filing separately

The additional required information in step 1 will auto-populate from Oracle.

Step 2 is optional. Select yes or no from the dropdown.

Step 2: Multiple Jobs or Spouse Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works.
The correct amount of withholding depends on income earned from all of these jobs.
Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4). If you or your spouse have self-employment income, use this option; or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result on Step 4(c) below: 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 option is generally more accurate than (b) if pay at the lower paying job is more
than half of the pay at the higher paying job. Otherwise, (b) is more accurate.

Multiple Jobs

No

Select a value

q no W-4 for only ONE of these jobs.

Yes

other jobs. (Your withholding will be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)







