dem. NORTHWEST

=) Kidney Centers

Quick Reference to Employee Self Service - W4 Changes

Employee Self Service - ADP Workforce Now

Your Personal Information

1. To change your Tax Withholdings information, please access
the Federal Tax Withholding Wizard by navigating to Myself >
Pay > Tax Withholdings or select on the W4 icon under
Banners on the ADP Home Page.

MYSELF MY TEAM PEOPLE PROCESS REPOR

Personal Information Personal Accrued Time “*You can also access and shange your Tax Withholdings
Employment Annual Statements on the ADP Mobile App from your Smart Phone!
> Pay Calculators
Benefits Direct Deposits
Tax Withholdings ——
Pay Statements Form

Federal Tax Withholding Wizard

Federal 2. You will be redirected to the Federal Tax Withholding
Wizard page. Select Edit/Start from the tax tile.

W-4

Married
0 allowances
Complete this form to make changes

START

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.
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Federal Tax Withholding Wizard

Federal Tax Withholding
3. The first page which displays is the Before
You Begin page.

Before You Begin

Your employer uses Form W-4 to withhold the proper amount
of federal income tax from your paycheck. The IRS

recommends that you submit a new W-4 each year, or any A bla nl_< W_4 can be C_Iown Ioaded for

time your personal or financial situation changes. hel p with your selections and is offered as an
- _ option to download throughout the Federal

You can fill out your W-4 using this convenient tool. However, . . .

some guestions may require the use of supplemental TaX Wlth h0|d I ng lea rd .

worksheets and instructions. Therefore, it may be useful for

you to & download a blank copy of the W-4 for reference.

Select Next.

If you need assistance completing your Form W-4, consult
your tax professional.

Federal Tax Withholding & DOWNLOAD ELANK FORM W-4 . . A
4. An Is This Information Correct? page displays.

Is this information correct?

Vs peys pdesond betropme Your address can be edited.
o
If the name differs from the Social Security
see card, the user can still continue with
B completing the electronic W-4 process. SSN
000K 1234 O v updates must be completed by the

If your fast name diffrs from the one on your Social Security card, check this box pra ctitioner.

Then call 1-800-772-1212 for information on how to get a replacement card

revces ) (D) Select Next.

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.
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Federal Tax Withholding Wizard
Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

Are you a non-resident alien?

You are considered a non-resident alien if you are not a US citizen and do not meet either the green
card test or the substantial presence test for the calendar year (January 1- December 31).

Yes, I'm a non-resident alien.

No, I'm not. I'm a US citizen or a resident alien.

CANCEL PREVIOUS NEXT

Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

What is your filing/marital status?

Single (also applies if married but legally separated, or spouse is a non-resident alien)
Married

Married, but withhold at higher Single rate

CANCEL PREVIOUS NEXT

5. Are you a non-resident alien? page
displays. After making a selection,
select Next.

***Note: If non-resident alien was

selected then restrictions apply when
specifying marital status, allowances
and you cannot claim tax exemption.

6. What is your filing/marital status?

page will display. After making
your selection, select Next.

**Note: This is the marital status
NKC uses for benefit vendors such
as Prudential/401k.**

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.



Quick Reference to Employee Self Service - W4 Changes

dhem. NORTHWEST

= Kidney Centers

Employee Self Service - ADP Workforce Now

Federal Tax Withholding Wizard
Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

Are you tax exempt?

Refer to Section 7 of & Form W-4, Employee's Withholding Allowance Certificate for mare instructions.
| claim exemption from withholding for the current year, and | certify that | meet both of the
following conditions for exemption:

+ Lastyear | had a right to a refund of all federal income tax withheld because | had no tax
liability, and
+ This year | expect a refund of all federal income tax withheld because | expect to have no

tax liability.

| do not claim exemption from withhelding

CANCEL PREVIOUS MNEXT

Federal Tax Withholding & DOWNLOAD BLANK FORM W-4

How many allowances are you claiming?
Refer to & Form W-4, Employee's Withholding Allowance Certificate for worksheets and instructions.

Total number of allowances you are claiming (from line H or the applicable worksheet)
| This value is required

Do you want to withhold additional taxes?

Additional amount, if any, you want withheld from each paycheck

CANCEL PREVIOUS NEXT

7. Are you tax exempt? page displays.

After making a selection, select Next.

8. How many allowances are you
claiming? page displays. Enter how many
allowances you are claiming. If you want
to withhold additional taxes in addition to
your number of allowances, enter that
amount in dollars.

If you need help deciding your selections,
you can download the W-4 form for
instructions and worksheets or visit
https://apps.irs.gov/app/
withholdingcalculator

After making your selections, select Next.

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.



dem. NORTHWEST

=) Kidney Centers

Quick Reference to Employee Self Service - W4 Changes

Employee Self Service - ADP Workforce Now

Federal Tax Withholding Wizard

Your Form W-4, Employee's Withholding Allowance Certificate .
9. e-Signature / W-4 Date Stamp page

Review the entire form (scroll, if needed). To confirm that everything is true, correct and complete,
check the box below the form. Then, click Done.

Form W-4 (2018)

Fuhire developments. For the Latest
infarmation abouwt any future deweloprisens
retated 1o Form W-4, such as legisiation
aracted after it was published, go 1o
wwwirs. goviFomiid.

Purpose. Complete Form W-4 5o that your
employer can withhald the cerrect fadaral
imeonme tax from your pay. Consider
completing a rew Form W-4 sach year and
when your parsenal o financial Stustien
changes.

[Exemption from withholding. You may
laim axamption fram withhalding for 2018
if bath of the fallowing apply.

* For 2017 you had a right 1 & refund of all
federal income tax withheld because you
had no tax liabilty, and

+ Fer 2018 you expect & rafund of all
fecheral income tax withheld because you
expect to have no tax Eability.

If you'rne exempt, complets only lines 1, 2,
3.4, and T and sign the foem 1o validate @
Your exemption for 2018 expires February
15, 2018. See Pub. 505, Tax Withhalding
ard Estimated Tax, 1o l&arn more about
whether you qually for sxemption fram
withbe! dirsg.

General Instructions

If you aren't sxermpt, foliow the rest of
these instructions 1o determine the number
of withhaking alowances you shauld chsm
for withholding for 2018 and any additional
amaunt of tax to have withheld. For regular
wages, witkihalding rrust be basad on
allowances you claimed and may not be a
flat amount or percentage of wages.

using this calculator if you have a mare
comphcated tax s#uation, such as i you
have 3 werking spoLss, more than one job,
or a large amount of norwage income
cutside of your job. Aftes your Farm W-4
takes affect, you can ako use tis
calculator ko see how the amount of tax
yei're havifg wilkield cormpares 1o
projected total tax for 2018, If you use the
calculator, you dan't need 1o complste any
of the workshests for Form W-4.

Mt that if you have tos much tax
withield, you will receive a refund when you
fibe your tax rebumn. If you have foo File tax
withieid, you will owe tax when you file your
tax return, and you might awe a penalty,
Filers with multiple jobs or working
spauses. If yau have mare than ons job &
& time, or if you'ne martied and your
spouse is alse working, read all of the
instructions including the instructions for
the: Two-EarnensMultiple Jobs Worksheet
before baginning.

MNormwage income. If you have & largs
amount of namwage Ncome, such as
interest or dividends, consider making
estimated fax payments wsing Form 1040-
ES, Estimated Tax for Individuals.
Othrwiss, you rraght cwe additianal b,
Or, you can e the Deductions,
Adjustments, and Other Income Workshest
an page 3 or the calculalar 3l wwirs. gow
WARD 1o make sure you have enough tax
withheld fram your payeheck. B you have
pansion ar annlity income, sse Pub. 505 ar
use the caleulator at www._irs gow/ WaADp
te fnd out i yeu sheuld adjust yeur
withholding on Form W-d4 or W-4P.
MNonresident alien. If you're a norresident
aline e Metica 1907 Sinrlsertsl Forem

Specific Instructions

Personal Allowances Worksheet
Caomplete this worksheet on page 3 first to
determing the number of withholding
allowances to claim.

Line C. Head of household please nobe:
Ganerally, you can elaim haad of
housaheld filing tatus on your fax retum
enly if you're unmaied and pay mare than
50% af the costs af keeping up a heme fer
yourself and & qualifying individual. See
Pub. 50 for mare inforrmation about filing
status.

Line E. Child tax credit. When you file
yeour tax return, you might be sigible to
claim a eredil for each of your qualifying
children. To qualify, the chid must be
under age 17 as of Decernber 31 and must
be your dapendent who lves with you for
Frore than half the year. To kearn more
about this credit, see Pub. 872, Child Tax
Credit. Te raduce the tax withhald from
your pay by taking this creit inta sccount,
follaw the nstructions an lne E of the
worksheet, On the workshest you wil be
asked about your total income. Far this
punpose, tatal income incldes all of your
wages and ather mcorme, mciuding ncame
sarned by a spouse, during the year.

Line F. Credit for other dey 3
Wher you fle your tax returm, yeu might be
shgible 1o claim a credit for sach of your
dapendents that dae't qualify for the child
tax credi, such as ary dependent childnen
age 17 and older. To kearn more about this
eredit, sae Pub. 505, Ta reduce the tax
withheld frem your pay by taking this credit
into account, follow the instructions on ne.
F of the workshest. On the workshaet, you

Select the attestation that you
electonically sign the document. You
have the opportunity to print the

completed form for your own records.

Select Done and your changes will

be submitted for approval.

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

| agree under penalty of perjury to the declaration above and understand that this form is not

valid until | have provided my electronic signature by acknowledging and clicking Done.
Date: Sep 17 2018

CANCEL PREVIOUS m

SPRINT COMPLETED FORM

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.
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