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UCPath Task:
Update My Federal Withholding (W-4)

Use this task to complete or update your Federal withholding in UCPath.

Dashboard Navigation:
Income and Taxes > Federal Withholding (W-4)

or

Menu Navigation:
Employee Actions > Income and Taxes > Federal Withholding (W-4)

Note: This example uses sample images as seen on a computer. Sample images appear differently

on a tablet or smartphone, but the steps remain the same.

Christopher Phan UCPath search Q @ sockmark @ togout A

Employee ID:
10003127

Service Date:
03/06/2017

Ask UCPath Center

SECURITY QUESTION

Please confirm your identity by answering the following security question.

Who is your childhood best friend?

View Pay Record vi..

CA State W-4 (DE-4)

Federal Withholdi “
Out-of-state Tax..

Enrell to receive o...

View Online W-2/...

W-2 Reissue Requ...

© cdit profile
eLugﬂul V|
Step Action
1. Before you update your federal withholding, you must validate your identity.
UCPath randomly displays one of the security questions set up on your profile.
Click in the Security Question field.
For this example click in the Who is your childhood best friend? field.
2. Enter the desired information into the Security Question field.
For this example, enter Molly.
3. Your answer appears as a series of dots.

Click the Submit button.
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Christopher Phan UCPath © togou
a
Primary Title- i
ADMIN MGR 1
‘Ask UCPath Center
Employee ID:
10003127
0310812017 W-4 WITHHOLDING CERTIFICATE
Das Income and Taxes Christopher Phan
Direct Deposit University of California
Complete Farm W-4 so that your employer can withhold the correct federal income tax from your pay.
Lea View Paycheck ‘Your withholding is subject to review by the IRS www.irs.gov.
View Pay Record vi Christopher Phan Horme Address
SSN: XXX-XX-8012 300 Lakeside Dr
CA State W-4 (DE-4) Federal Worksheat Dummy 100
Oakland CA 94612
Federal Withholdi...
Out-of-state Tax. Step 1: Personal Information
Ooes your security cardh o, credit foryour 7724213 or go to www ssa gov
Enroll to receive o. Flling Status
View Online W-2/.. singleor Marred filngseparately
jointly (or Qualifying widow(er))
W-2 Reissue Requ.. Head of Household (Check oly i thanhalfthe yourseffand s qualfying indvidua).
o — Complete Steps 2 through 4 ONLY i they apply to you. To see if you are exempt from withholding or you have concerns about your privacy, see instructions for Form W-4 on the IRS website
o Log out v
#100% ~
Step Action
4, If you answer the question correctly, UCPath displays the W-4 Withholding

Certificate page, and you can make your changes.

If you answer incorrectly, an error message appears. You have three attempts to
answer this question correctly. After three incorrect answers, UCPath displays the
Security Questions Setup page. You must provide your date of birth and the last
four digits of your Social Security number to validate your identity and then update
your security questions and answers.

5. Use the W-4 Withholding Certificate page to complete or review and update your
withholding information for Federal income tax. Select the appropriate option in
the Filing Status section.

In this example, Married filing jointly (or Qualifying widow(er)) is selected and
no change is needed.

6. Click the scroll bar.
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Christopher Phan W-4 WITHHOLDING CERTIFICATE A

Primary T Christopher Phan
ADMIN MGR 1 o A
University of California
Employee ID-
10003127 Complete Form W-4 50 that your employer can withhold the correct federal income tax from your pay.
Your withholding is subject to review by the IRS www.irs.gov.
Service Date:
03/06/2017
Christopher Phan Home Addrass
Das Income and Taxes SSNZX00CXX-8012 300 Lakeside Dr
Federal Worksheet Dummy 100

Direct Deposit Oakland CA 84612

Lea View Paycheck Step 1: Personal Information
Does your name match the name on your soclal security card? If not, , contact SSA at 800-772-1213 or g0 0 wiww.55a 2oV
View Pay Record vi..
Filing Status

CA State W-4 (DE-4) Singl or Marred fiing separately

@ Married filing jointly (or Qualifying widow(er))
Federal Withholdi... B A

Head of Household (Check only f you are unmarried and pay more than half the cost of keeping up  home for yourself and 3 qualifying individual)

Out-of-state Tax.

Complete Steps 2 throtgh & ONLY f they apply to you. To e ifyou are exempt from withholding or you have concerns about you privacy, see nstructions for Form W4 on the IRS webite.
Enroll to receive o. i 95: igh they apply to you. ¥ ot gory P

View Online W-2/. Step 2: Multiple Jobs or Spouse Works
View Instructions
W-2 Reissue Requ. c time, or (2) are married fiing The correct amount o y

Multiple Jobs or Spouse Works:

© cdit profile
C 3 FormW-4 ly ‘these jobs. Leave those steps blank for the other jobs. (Your withholding will be most accurate if you complete Steps 3 through 4(b) on the Form
W-aor the highestpaying )
Log out V|

®100% ~

Action

Complete steps 2 through 4 on the form only if they apply to you.

Click the View Instructions link for more information regarding Step 2: Multiple
Jobs or Spouse Works.

Wiew Instructions

Christopher Phan Christopher Phan ~

Primary Title: University of California
ADMIN MGR 1

Complete Form W-4 50 that your employer can withhold the correct federal income tax from your pay.

Employee ID- “Your withholding is subject to review by the IRS www.irs.gov.
10003127
Service Date: Christopher Phan Home Address
03/06/2017 SSN:X00CXK-8012 300 Lakeside Dr
Federal Worksheet Dummy 100
Das Income and Taxes Oakland CA 94612
Direct Deposit Step 1: Personal Information
Does your name match the name on your social security card? Ifnot,  Contact SSA at 800-772-1213 Or g0 t0 W 553,20V
Lea  View Paycheck 4 4 s
Filing Status
View Pay Record vi._
Single or Marred fling separately
CA State W-4 (DE-4) @ Married filing jointly (or Qualifying widow{er))

Head of Household (Check only if you are unmarried and pay more than half the cost of keeping up  home for yourself and 3 qualifying individual)

Federal Withholdi... Step 2: Multiple Jobs or Spouse Works

Out-of-state Tax Hide Instructions
N Do only one of the following,
Enroll to receive o.. L & ot
(b) Use the Multiple Jobs Worksheet and enter the result in Step 4 (<) below for roughly accurate withholding; or
{€) I there are only t bs total, for the other job. This option is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld.
View Online W-2/.
CAUTION: If hoase (a)or (b). Ifyou and/ar your ployment, choose @).
W-2 Reissue Requ. Complete this step i you (1) hold more than one job 2t time, or (2) are married filing jointly and your spouse also works. The correct amount of withholding depends on income eaned from allthese jobs.

Multiple Jobs or Spouse Works

© cditprofile
a tyone o thes fobs: bl for theether fob. (Your wihhalding wil b st accurate fyo complte Steps 3 through 405 on the Form
-3 for the highest paying job)
® togout v

H100%

Step

Action

Read the instructions for Step 2: Multiple Jobs or Spouse Works.

10.

Complete Steps 3 through 4(b) on the form for only one of these jobs.

11.

Click the scroll bar.
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Christopher Phan Step 3: Claim Dependents s
oy View Instructions
rimary Title-
TS i ifyour income orless f Jointy):
Multiply the number of qualifying children under age 17 by
Employee ID- 2,000
10003127
ALl Multiply the number of other dependents by $500
03/06/2017
Other tax credits
Das Income and Taxes
Total
Direct Deposit )
Step 4: Other Adjustments
Lea View Paycheck View nstructions
(a) Other Income:
View Pay Record vi..
(b) Deductions:
CA State W-4 (DE-4)
(© Extra Withholding
Federal Withholdi...
Claim Exemption from Withholding
QOut-of-state Tax..
e 2020 ot
Enrol to receive o. « Last year | owed no federal income tax.
« This year | expect to owe no federal income tax.
View Online W-2/.. Checkthis box ifyou meet both conditions o claim exemption from tax
withholding
W-2 Reissue Requ..
Under the p periury, | cerify that the number of daimed exceed the number to which | am entitied or, ifclaiming exemption from withholding,
tht ptstatus. | declare that his onlne certificate and to the best of my knowledge and bele, It s true, correct, and complete.
O coipoic ——
© Lozon v
#100% -
12. If applicable, complete the fields under Step 3: Claim Dependents.
View Instructions
Christopher Phan Step 3: Claim Dependents &
primaey o Hide Instructions
P Toaqualty ot ta et e ch s beucerae 17 8.f December 31, . more e terecuresocaisecnty
number. You may be able to clsim a credit for other dependents for whom a child tax credit can't b claimed, such as an older child or For additonal 4
i e see Pub. 972, Child Tax Credit and Credit for Other Dependents. You can slso include other tax uch 35 education tax credits and the To doso, add an estimate of the amount
10003127 forthe yearto 3 il incresse your pay educe the amount of any refund you may receive when you fie your tax
return
Service Date: . ' ’ .
03/06/2017 If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Multiply the number of qualifying children under age 17 by
Das Income and Taxes i
Multiply the number of other dependents by $500
Direct Deposit
Other tax credits
Lea View Paycheck
Step 4: Other Adjustments
View Pay Record vi..
View Instructions
CA State W-4 (DE-4) @) Other ncome
Federal Withholdi... b) Deductions
Out-of-state Tax. (©) Extra Withholding
. Claim Exemption from Withholding
Enroll to receive o...
fortheyear 2020 P
View Online W-2/... + Lastyear | owed no federal income tax,
 Ths year | expect o owe no feceral income tax.
W-2 Reissue Requ... Check this box if you meet both conditions to claim exemption from tax
withholding
© cditprofile
© o v
H100%

Step

Action

14.

Read the instructions for Step 3: Claim Dependents.

15.

If applicable, complete the fields under Step 4: Other Adustments.

16.

View Instructions

Click the View Instructions link for more information regarding Step 4.
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Update My Federal Withholding (W-4
Bermm UCPath pdate My g (W-4)

52000
Christopher Phan g
Multiply the number of other dependents by $500
Other tax credits
Employee ID-
10003127 Tot

Step 4: Other Adjustments

Service Date:
03/06/2017

Hide Instructions

@ y s yesr thatwon'thave withhokding,enter the smount of otherincome here This may include nterest, dividends, and retrement income
Das Income and Taxes  You should not nclde incor
(b) Deductions. If you expect to claim dedt ns of in the standard deduction and want to reduce your witsholding, use the Deductions Worksheet and enter the result here.
Direct Deposit O ——

Lea View Paycheck

(@) Other Income

View Pay Record vi..
(b) Deductions

CA State W-4 (DE-4)
(€ Extra withholding,

Federal Withholdi...

Claim Exemption from Withholding
Out-of-state Tax.
I claim exemption from withholding for theyear 2020 and I certify that | meet

Enroll to receive 0.

View Online W-2/_ d if i from tax
withholding

W-2 Reissue Requ..

Under the penalties of claimed towhich |am entitied
that 1am entitled to claim the exempt status. | declare that d to the best is true, correct, and complete

O coi oot . —
O wson v

®100% ~

Step Action
17. Read the instructions for Step 4: Other Adjustments.

18. Enter or verify the tax year for which you are claiming an exemption.

19. If you are claiming an exemption, select the last check box on the page.
20. Click the Submit button.

R

Christopher Phan » UCPath @ tozout

Primary Title:

ADMIN MGR 1

Ask UCPath Center
Employee 1D

10003127

0310812017 SUBMIT CONFIRMATION

Das Income and Taxes

Direct Deposit  The Submit was successful.
However, due to timing, your change may not be reflected on the next paycheck.

Lea View Paycheck
CA State W-4 (DE-4)
Federal Withholdi...
Termsof Use  University of California
Out-of-state Tax..
Enroll to receive o..

View Online W-2/_.

W-2 Reissue Requ..

© cditprofite
o Logout

®100% -

Step Action

21. A confirmation message indicates that changes may not be reflected on your next
paycheck due to the timing of your W-4 changes.

Click the OK button.
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Step Action

22. You have completed or updated your Federal withholding in UCPath online.

A confirmation email is sent to the primary email address on your account. You
can identify your primary email address under Employee Actions > Personal
Information > Personal Information Summary.

End of Procedure.
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