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Electronic W-4 Form Creation, Update and Printing Instructions
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Overview
In the interest of sustainability, Swarthmore College requires employees to create and update their W-4 form
electronically via mySwarthmore. Paper forms are no longer used, unless you are an international student.

The following instructions are applicable to faculty, staff and students. They are segregated by the following categories:
(1) Current employees (i.e., you currently are working for Swarthmore College)
(2) New employees (i.e., you have never worked for Swarthmore College)

(3) Re-hired employees (i.e., you previously held a position at Swarthmore College)



Current Employee Instructions

The following process should be followed after successfully logging in to mySwarthmore to print or update your W-4:

1) Select the link for the Employee Main Menu

SWARTHMORE

-Main - Employee

Main Menu

submit feedback for the new mySwarthmore

General Information Athletics Facili

Note: This will currently NOT redirect back to this Sign a waiver for L
menu until the college completely switches over to

this new menu in the fall.

Review your biographical and demographic information,

emergency contact, personal pronoun and direct

deposit allocation(s).

Crisis Communications Contact Information Directory Infor
Please enter your personal phone numbers here so that Maintain your infc
the College can alert you in case of a crisis. This directory.

2) Select the link for Employee Dashboard

- Main - Employee

Employee Menu

Submit feedback for the new mySwarthmore

Every effort has been made to provide the most accurate, up-to-date information. In the event this information apg
incomplete or requires updating, contact humanresources@swarthmore.edu or stop by the main office in 101 Sout
Road, first floor. The College will not be held responsible for problems or damages that arise from reliance on this \

material.
Employee Dashboard Annual Notices and Disclosures
Note: This will currently NOT redirect back to this Annual Notices and Disclosures.

menu until the college completely switches over to
this new menu in the fall.

View and print your W-4 and W-2. View your earnings,
deductions history, pay stubs, sick and vacation
balances. Submit your time sheet. Submit your leave
report.



3)

Expand the 'Taxes'

SWARTHMORE

Employee Dashboard

section, and select the link for W-4 Employee's Withholding Allowance Certificate.

Employee Dashboard

Leave Balances as of 08/04/2022

Vacation Time in . Sick Time in hours -

hours
Pay Information A
Taxes v
Federal Withholding Tax W-4 Employee's Withholding Allowance Certificate W-2 Wage and Tax

Filing Status: Married Filing
Jointly

Status: Active
Mumber of Allowances: 0

Additional Withholding:
200,00

Pennsylvania State Tax
Status: Active

Additional Withholding:

Statement
Electronic Regulatory Consent

W-2c Corrected Wage and
1095-C Employer Provided Health Insurance Offer and Tax Statement
Coverage Statement

4) The W-4 Tax Exemptions/Allowance page is displayed with your current W-4 information as of today’s date.

Federal Tax

As of Date:
Name:

Address:

Last Name differs from SSN card:
Deduction Status:

Start Date:

End Date:

Filing Status

Nonresident Alien

Step 2C Indicator

Dependent Amount

Other Income

Deductions

Additional withholding

W-4 Employee’'s Withholding Allowance Certificate

08/04/2022

No
Active

03/28/2022

Married Filing Jointly
NO

No

2,000.00

0.00

0.00

200.00

Note: Extra Withholding. Enter any addtional tax you want withheld each pay period.

History Update Contributions or Deductions Vendor Web Site




5)

6)

If you wish to print your current W-4, select the Print button. Use your browser’s print function to print your W-

4 form. When finished select the Go Back link to return to the prior page.

Complete Form W-d 50

. w_4 Employee's Withholding Certificate oMB . 155

- | 2022

) Social security
number

step 1:

[Enter
Personal

Complete Step:
withholding will b

Step 3: E

Claim
Dependents

$2,000.00

(C) Extra withholding

vithheld each pay period

$

4(b) | s
4(c) | s200.00

Step 5: | Urer et o peary, e
Sign Here

e andcome

30/Mar/2022
>,

Date

Employers| ="
Only

31352683

To change your W-4 information:

a) Select the Update link near the center, bottom of the page.
The Update W-4 Information page will be displayed.

b) For existing employees, you can select the effective date of the change, but it must be a date after your

last paid date. The Effective Date will automatically default to the day after the date on which you were last

paid.

¢) Make any other changes on this page as desired.

d) Select the Certify Changes button.

Caution: If you change your deduction status to Exempt, you must meet the eligibility requirements as

stated. You will not have federal taxes withheld from your paycheck. You may be liable additional taxes and

IRS penalties as a result. Contact the Payroll office if you have any questions regarding use of this status.

Note: At any time before you successfully certify your changes, you can select the Restore Original Values

button and the page will reset all data.

Deductions

Additional withholding

Print

History

1,00
Mote: Extra Withholding. Enter any addtional tax you want withheld each pay period.

Contributions or Deductions

W2 Year End Earnings Statement

Vendor Web Site



SWAR MORE (g Miller,Rog]

Employee Dashboard . Update W-4

Update W-4 Employee Dashboard « Update W-4
|

g Review Form W-4 2020 for required information on completing a new form W-4. Once you have made changes you

will be required to certify those changes by clicking on Certify Changes and then clicking on OK in the pop up window. If ponrSidentdlien

the delete option is available select the check box then click on Certify Changes to remove the record.

Step 2C Indicator
* - indicates a required field

Dependents Under 17 999999.99 :

Federal Tax

Multiply the number of qualifying children under age 17 by $2,000.
Deduction Effective as of: 09/01/2022

Other Dependents 999999.99 :
If your last name differs
from that shown on your
Social Security Card, check

o Multiply the number of other dependents by $500.

) Dependent Amount 999999.99 :
Note: See Form W-4 instructions.

Effective Date of Change
MM/DD/YYYY: * 09/01/2022 @ Step 3: Add the amounts above and enter the total here.
Note: Effective Date must be after 08/31/2022 the date you were last paid. Other Income 999999.99 :
Deduction Status: * Step 4a) See Form W-4 instructions.
Active h
| claim exemption from withholding for the tax year specified, and | certify that | meet both of the following conditions for Deductions 999999.99 :
exemption.

* Last year | had no tax liability and
#This year | expect to have no tax liability. If you meet both conditions, select "Exempt* in Deduction Status field Step 4b) See Form W-4 instructions.

Filing Status: * Additional Withholding 999999.99 :

Step 4c) Extra Withholding. Enter any additional tax you want withheld each pay period.

[ Certify Changes ] ’ Restore Original Values ‘

7) When you select Certify Changes, you will be presented with a declaration of accuracy statement.
An electronic audit of the person making the change will be kept on file.

Under penalties of perjury, | declare that | have examined this X
certificate and to the best of my knowledge and belief, it is true,
correct, and complete.

8) If your changes are successfully processed, you will be presented with the following page:

T niee Dashboard Update W-4
[REN |

Update W-4 Confirmation

The updates :,-.'l g I Jastad Wers sLecessiu |I.' I. roressa.

Please cortact the Benafits Administrator or Payroll Office if you hawe any -questions abowt the Tax implcations of your changes.

W-4 Employea’s "WEhnalding Allowwane Certriicate



9) You may select the W-4 Employee’s Withholding Allowance Certificate link near the bottom of the page to

return to the W-4 Tax Exemptions/Allowance page to verify that your changes were processed.

SWARTHMORE

Employee Dashboard « W-4 Employee's Withholding Allowance Certificate

W-4 Employee's Withholding Allowance Certificate

Federal Tax

As of Date:
Name:

Address:

Last Name differs from SSN card:

Deduction Status:

Start Date:

End Date:

Filing Status

Nonresident Alien

Step 2C Indicator

Dependent Amount

Other Income

Deductions

Additional withholding

09/09/2022

No
Active

03/28/2022

Married Filing Jointly
No

No

2,000.00

0.00

0.00

250.00

Note: Extra Withholding. Enter any addtional tax you want withheld each pay period.

Note: You will not see changes if they take effect in the future; this page shows your information as of today. If you wish

Update Contributions or Deductions

W2 Year Fnd Farnings Statement

Vendor Web Site

to view all of your W-4 information both past and future, select the History link at the bottom of the page.



New Employee Instructions

1. Follow steps 1-4 above for Active Employees
At step #4, the W-4 Tax Exemptions/Allowances page will show a Filing Status of Single and Number of Allowances
as zero. Single and zero are the default values as mandated by the IRS for an employee who has not filed a W-4 with
their employer. If these values are correct for you, you do not need to make any changes. You can simply exit the

page.

3. Asanew employee, if you wish to update your W-4 information, take note of the Start Date. This typically will be
your first day of work. The As of Date displayed is today’s date and it is reflective of the fact that the information you
are viewing is as of today’s date.

Employee Dashboard « W-4 Employee's Withholding Allowance Certi
W-4 Employee's Withholding Allowance Certificate

Federal Tax

As of Date: 09/09/2022
Name:

Address:

Last Name differs from SSN card: No
Deduction Status: Active

Start Date: 03/28/2022
End Date:

Next, select the Update link at the bottom, center of the page. The Update W-4 Information page will be displayed:

Additional Withholding 250.00
Note: Extra Withholding. Enter any addtional tax you want withheld each pay period.

Print

History Update Contributions or Deductions

W2 Year End Earnings Statement



SWARTHMORE £ (L) MillrRog

Employee Dashboard - Update W-4

Update W-4 Employee Dashboard « Update W-4
|

V—J Review Form W-4 2020 for required information on completing a new form W-4. Once you have made changes you
will be required to certify those changes by clicking on Certify Changes and then clicking on OK in the pop up window. If
the delete option is available select the check box then click on Certify Changes to remove the record.

Nonresident Alien

Step 2C Indicator
* - indicates a required field

Dependents Under 17 999999.99 :

Federal Tax

Multiply the number of qualifying children under age 17 by $2,000.
Deduction Effective as of: 09/01/2022

Other Dependents 999999.99 :
If your last name differs
from that shown on your
Social Security Card, check

o Multiply the number of other dependents by $500.

) Dependent Amount 999999.99 :
Note: See Form W-4 instructions.

Effective Date of Change

MM/DD/YYYY: * 09/01/2022 E] Step 3: Add the amounts above and enter the total here.
Note: Effective Date must be after 08/31/2022 the date you were last paid. Other Income 999999.99 :
Deduction Status: * Step 4a) See Form W-4 instructions.
Active v
| claim exemption from withholding for the tax year specified, and | certify that | meet both of the following conditions for Deductions 999999.99 :
exemption.

* Last year | had no tax liability and
#This year | expect to have no tax liability. If you meet both conditions, select "Exempt* in Deduction Status field Step 4b) See Form W-4 instructions.

Filing Status: * Additional Withholding 999999.99 :

Step 4¢) Extra Withholding. Enter any additional tax you want withheld each pay period

[ Certify Changes ] ’ Restore Original Values ‘

4. Enter the Start Date that you noted in the previous step (step #3) in the Effective Date of Change.

Note: Typically, the Effective Date of Change is your first day of work. Ignore the statement regarding the Effective
Date must be after the date you were last paid (as you have not been paid at this point).

Caution: If the Effective Date of Change is a date in the future, you will be taxed at the Single with zero exemption
rate until that date.

5. Update the Deduction Status, Filing Status, Number of Allowances and Additional Withholding fields as desired.
Caution: If you change your deduction status to Exempt, you must meet the eligibility requirements as stated. You
will not have federal taxes withheld from your paycheck. You may be liable additional taxes and IRS penalties as a
result. Contact the Payroll office if you have any questions regarding use of this status.

6. Select the Certify Changes button.

Note: Select the Restore Original Values button if you do not want to save your changes.

7) When you select Certify Changes, you will be presented with a declaration of accuracy statement.

An electronic audit of the person making the change will be kept on file.

Under penalties of perjury, | declare that | have examined this X
certificate and to the best of my knowledge and belief, it is true,
correct, and complete.

‘ OK ‘ ‘ Cance! ‘




8) If your changes are successfully processed, you will be presented with the following page:

SWARTHMORE L 8

Emplovee Dashboard - Wpdate W-4

Update W-4 Confirmation

The updates you requasted wers succEssfully processad

Pleaco contact the Benafits Administrator or Payroll Office if you hawe any questions abowt the Tax implcations of your changes.

W-4 Empioy

yoa's "Ehnalding Allowan o Certficate

9) You may select the W-4 Employee’s Withholding Allowance Certificate link near the bottom of the page
to return to the W-4 Tax Exemptions/Allowance page to verify that your changes were processed.

Note: You will not see changes if they take effect in the future; this page shows your information as of today. If you wish
to view all of your W-4 information both past and future, select the History link at the bottom of the page.

SWARTHMORE

Employee Dashboard « W-4 Employee's Withholding Allowance Certificate

W-4 Employee's Withholding Allowance Certificate

Federal Tax

As of Date: DD 2032
Mame:

Addlress

Last Mame difTers Trom S5M Cand Mo
Deduction Status: Active

Saart Date: 032812052
End Date

Filirg Starus Married F ng Jointy
Hamiesident Alsn Mo

Step 3T Inchcator N
Deperdent Amount 2,000.00
Qther Inceme 000
Dedsctions 000
acditional Withiholding 25000

Mote: Extra ‘Withholding. Enter army addoional tax you want withheld each pay period.

Histary Update Contributions or Deductions Wendor Web Site

W? Year Frirl Farninms Statement

Note: You will not see changes if they take effect in the future; this page shows your information as of today. If you wish
to view all of your W-4 information both past and future, select the History link at the bottom of the page.



Re-Hired Employee Instructions

1. Follow steps 1-4 above for Active Employees
At step #4, the W-4 Tax Exemptions/Allowances page will show the Filing Status and Number of Allowances that you
had when you last worked for Swarthmore College. The values displayed are as of today’s date (As of Date). If these
values are correct for you, you do not need to make any changes. You can simply exit the page.

SWARTHMORE

Employee Dashboard « W-4 Employee's Withholding Allowance Certificate

W-4 Employee's Withholding Allowance Certificate

Federal Tax

As of Date: 09/09/2022
Name:

Address:

Last Name differs from SSN card: No
Deduction Status: Active

Start Date: 03/28/2022
End Date:

Filing Status Married Filing Jointly
Nonresident Alien No

Step 2C Indicator No
Dependent Amount 2,000.00
Other Income 0.00
Deductions 0.00
Additional Withholding 250.00

Note: Extra Withholding. Enter any addtional tax you want withheld each pay period.

History Update Contributions or Deductions Vendor Web Site

W?2 Year Fnd Farnines Statfement

3. Asare-hired employee, if you wish to update your W-4 information, select the Update link at the bottom, center of the
page. The Update W-4 Information page will be displayed:



7)

8)

The Effective Date will automatically default to the day after the date on which you were last paid. As this date
could be some time in the past, you should change this date to your new start date (i.e., the date you are returning
to work for Swarthmore College).

Update the Deduction Status, Filing Status, Number of Allowances and Additional Withholding fields as desired.
Caution: If you change your deduction status to Exempt, you must meet the eligibility requirements as stated. You
will not have federal taxes withheld from your paycheck. You may be liable additional taxes and IRS penalties as a

result. Contact the Payroll office if you have any questions regarding use of this status.

Select the Certify Changes button.
Note: Select the Restore Original Values button if you do not want to save your changes. When you select Certify
Changes, you will be presented with the W-4 Certification page. Enter your network password as your PIN and select

Submit to sign off on your changes. An electronic audit of the person making the change will be kept on file.

When you select Certify Changes, you will be presented with a declaration of accuracy statement.

An electronic audit of the person making the change will be kept on file.

Under penalties of perjury, | declare that | have examined this X
certificate and to the best of my knowledge and belief, it is true,
correct, and complete.

‘ oK ‘ ‘ Cancel ‘

If your changes are successfully processed, you will be presented with the following page:

SWARTHMORE T L
Fm YE Dashbioard Wpdate Wi-4

Update W-4 Confirmation

The updaies you requssiad wera sLOCEssT |I_I moressad

Plesze cortack the Benahits Administrator or Payrall Office If you hawe any -questions aocwt the Tax implcations of your dhanges.

W-4 Employee’'s YWihhalding Allowance Certficate



9) You may select the W-4 Employee’s Withholding Allowance Certificate link near the bottom of the page
to return to the W-4 Tax Exemptions/Allowance page to verify that your changes were processed.

SWARTHMORE

Employee Dashboard « W-4 Employee's Withholding Allowance Certificate

W-4 Employee's Withholding Allowance Certificate

Federal Tax

a5 of Date: 090202
Mame:

Addlress

Last Marme differs Trom SSM card Mo
Dedwction Status: Artive

Start Date: 032813032
End Dare

Filirg Starus Married F ng Jointly
Blonresident Alsn 1]

Siep ZC Inchoator Ho
Dependent Amount 2,000.00
QICher IFgoeme 0,00
Dedsctions 0.00
aditional Withholding 250,00

Mote: Extra Withhokding. Enter army addoional tax wau want withheld ach pay period.
Fring

Histary Update Cantributions or Deductions Wendor Welb Site

W2 Year Fnd Farminms Sratement

Note: You will not see changes if they take effect in the future; this page shows your information as of today. If you wish
to view all of your W-4 information both past and future, select the History link at the bottom of the page.
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