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to Update My Tax Information
Payroll
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STEP 1

From the Paycom App,
navigate to Payroll >
Tax Setup.
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STEP 2

On the Tax Setup screen,

you will see four steps. You
can adjust your personal
information, mark if you have
multiple jobs or your spouse
works, claim dependents and
make other adjustments,
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Tax Setup
Federal Tax Setup

You may have to pay a penalty of
$500 if both of the following apply:
You make statements or claim
withholding allowances on your Form
W-4 that reduce the amount of tax
withheld.

Visit irs.gov if you have
questions on what to enter for
the W-4,

You have no reasonable basis for
those statements or allowances at the
time you prepare your Form W-4.

There is also a criminal penalty for
willfully supplying false or fraudulent
information on your Form W-4 or for
willfully failing to supply information
that would increase the amount
withheld. The penalty upon conviction
can be either a fine of up to $1,000 or
imprisenment for up to 1 year, or both.

These penalties will apply if you
deliberately and knowingly falsify your
Form W-4 in an attempt to reduce or
eliminate the proper withholding of
taxes. A simple error or an honest
mistake won't result in one of these
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Complete Form W-4 so that your
employer can withhold the correct
federal income tax from your pay.
Consider completing a new Form W-4
each year and when your personal or
financial situation changes. To download
the current W-4 for complete instructions
and worksheet, click here:

https://www.irs.gov/pub/irs-pdf/fw4.pdf

Step 1: Enter Personal Information

Select your Federal Filing Status.

Single or Married filing separately

Step 2 : Multiple Jobs or Spouse Works

Check this box if you hold more than one job or are
married filing jointly and your spouse also works.

D Multiple Jobs
Step 3 : Claim Dependents

If your income will be $200,000 or less ($400,000 or
less if married filing jointly)

Enter the number of qualifying children under age of
17.
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to Update My Tax Information

Payroll
............. O STEP3

Once all changes are
complete, tap “Sign

and Update” and either
use your finger or a
mouse/stylus to create a
signature.

When finished, tap “Sign.”
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amount or percentage to be withheld each pay period

QO Withhold
Additional Amount
Missouri Tax Setup

NO

Single or Married Spouse Works or Married

Select the appropriate option to withhold an additional
amount or percentage to be withheld each pay period

O Withhold
Additional Amount

@ Changes will not be applied unless you click
"SIGN AND UPDATE"

Sign [Form W-4]

“Under penalties of perjury, | declare that |
have examined the information provided
and, to the best of my knowledge and

belief, it is true, correct and complete.”

Select a signature method below

QO Handwritten
@ Typein

Davina Hadid

Alex Brush v

Davina Dineid

‘ CANCEL' SIGN AND UPDATE ’
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