WinCapWeb Tax Withholding Instructions
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MY EMPLOYEE DEDUCTIONS

Now that you have navigated to the employee deductions page, you will
notice three boxes.

. W-4 Details | NYS IT-2104 Details

Exempt: No Marital Status Single
Marital Status: Single NYC Resident No
Exemptions: [+] Yonkers Resident No
Additional Amt/Pct:  0.00
—_— ces for NYS and : 0
Only 2 Jobs: No Allowances for New York City: o
Under 17: o Additional Amount NY State: 0.00
Other Dependents: 0O Additional Amount NY City: 0.00
Other Income: 4] Additional Amount Yonkers: 0.00
Deductions: ] -
ax Notes:
Employee Withholding All Changes AL 15

0-0 of 0_First | Previous | Next | Last

Don’t wait set up your tax withholdings!

Change Type Effective Date & Status Comments Date of Last Edit Action

A [no records]

0-0 of 0 First | Previous | Next | Last |

BOX 1 — W-4 Details: this box shows your current W-4 (Federal) tax
withholding elections.

Box 2 — NYS IT-2104 Details: this box shows your current IT-2104 (NY
State) tax withholding elections.

Box 3 — Employee Withholding Allowance Changes: this box will
show the status of any pending changes you have requested.


http://www.wincapweb.com/
mailto:payroll@ocmboces.org
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MODIFY W-4 (FEDERAL TAXES) ELECTIONS

1. To make changes to your W-4 (Federal Tax) elections. Select the "+ Add Change Withholding" button below the “W-4

Details” box.

W-4 Details

Exermpt: Mo
Marital Status: Single
Exemptions: 0

Additional Amt/Pct: 0.00

Only 2 Jobs: Mo
Under 17: 0
Other Dependents: 0
Other Income: ]
Deductions: ]

Tax Notes:

2. A new window will pop up. In this window, you will see the full W-4 form with your current elections selected. Please

use this link to access the IRS Tax Withholding Estimator if you need help calculating them.

wW-4 |

Employee Number 02062
First Name, M.I.  Test
Last Name Dummy

Effective Date 5/2/12024 @8 Select Pay Date
Marital Status: Single or Married filing separately v

Note. If married, but legally separated, or spouse is a nonresident alien, select Single.
Does your name match the name on your social security card? If not, to ensure you get credit for your earnings, contact SSA at 800-772-1213 or go to WWW.S83.90V.

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 carrect amount of withholding depends on the income earned from all of these jobs.
Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for the most accurate withholding; or

(b) Use the Multiple Jobs Worksheet and enter the result in Additional Amount Withheld below for roughly accurate withholding; or

(<) 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 accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld [

If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Multiply the number of qualifying children under 17 by $2,000 $[0 |
Multiply the number of other dependents by $500 sfo ]

Total $[0

Other Income. If you want tax withheld for other income you expect this year that won't have withholding, enter the amount of other income here. This may include interest, dividends, and retirement income. You should not
include income from any jobs

Deductions. f you expect to claim deductions other than the standard deduction and want to reduce your withholding, use the Deductions Worksheet and enter the result here
Extra withholding. Enter any additional tax you want withheld each pay period $

[ 1 claim exemption from withholding for 2024, and 1 certify that I meet both of the following canditions for exemption.

« Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and
« This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.

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

Typing your name in the signature box and clicking the update button is the same as a written signature and is legally binding.

Comments
y

£h pending changes differ from current WinCap information

3. First you will need to select an “Effective Date”. You are able to select any future date as the effective date.

Please note that when making decisions regarding your withholdings, it is advisable to consult with a licensed Certified
Public Accountant (CPA) or tax professional. While the payroll office can provide assistance in understanding how various

elections may impact your paycheck, we do not offer recommendations for your specific elections. Our role is solely to

provide information on the effects of different scenarios to your pay.

4. Next, you will select the “Marital Status” from the drop-down options.
Marital Status:

rate
Does your name | Sngls or Marred fiing separately || 5o
Married fling jointly

Head of household
Comblete this step rvou-rrrnou-mure-urEn-omeTob at


https://www.irs.gov/individuals/tax-withholding-estimator

7.
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Then you will need to determine if the box at the end of line (c¢) should be checked or unchecked.

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 the income earned from all of these jobs.
Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for the most accurate withholding; or

(b) Use the Multiple Jobs Worksheet and enter the result in Additional Amount Withheld below for roughly accurate withholding; 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 optien is accurate for jobs with similar pay; otherwise, more tax than necessary may be withhe\E

Next, you will need to determine if you need to add dependents. If you have not dependents, you can skip this step and
move on to the next section. For children under the age of 17, you will multiply the number of children by $2,000. (Ex.
If you claim 2 children, you would enter $4,000) Other dependents are multiplied by $500. (Ex. If you claim 2 other
dependents, you would enter $1,000)

If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Multiply the number of qualifying children under 17 by $2,000 $ E
Multiply the number of other dependents by $500 $D
Total s 0

Then you will add in any other income or deductions you would like to claim. If you would like to have an additional
amount withheld from each paycheck, you will add this in the “Extra withholding” box.

Other Income. If you want tax withheld for other income you expect this year that won't have withholding, enter the amount of other income here. This may include interest, dividends, and retirement income. You should not Py D
include income from any jobs

Deductions. If you expect to claim deductions other than the standard deduction and want to reduce your withholding, use the Deductions Worksheet and enter the result here E D

Extra withholding. Enter any additional tax you want withheld each pay period s

[0 I claim exemption from withholding for 2024, and I certify that I meet both of the following conditions for exemption.

8.

10.

11.

12.

» Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and
« This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.

There is a box on this form you can check if your claim exemption from taxes. Checking this box has serious tax
implications so please make sure that this option is correct for you before checking this box.

claim exemption from withholding for 2024, and I certify that I meet both of the following cenditions for exemption.

= Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and
s This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.

The last item needed to complete this form is a digital signature. Click in the box next to “Signature” and type your full
name. You will not be able to proceed with the request until this is filled in.

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

Typing your name in the signature box and clicking the update button is the same as a written signature and is legally binding
Carefully review all of your elections to ensure you entered the details correct. Once you have confirmed everything is
correct, click on the “Update” button.

This will submit your form and bring you back to the Employee Deductions page. You will now see your request in the
“Employee Withholding Allowance Changes” box.

Employee Withholding Allowance Changes LA
11 0f 1 Frst | Previous | Next | Last

Change Type Effective Date & Status Comments Date of Last Edit Action ‘

‘ w4 05/02/2024  Pending 05/02/2024 B /4 X ‘

1-10f L First | Previous | Next | Last]

Your request has now been sent to the payroll department for final approval. The W-4 Details will not change until the
request is approved by the payroll department.

Please note that when making decisions regarding your withholdings, it is advisable to consult with a licensed Certified

Public Accountant (CPA) or tax professional. While the payroll office can provide assistance in understanding how various

elections may impact your paycheck, we do not offer recommendations for your specific elections. Our role is solely to

provide information on the effects of different scenarios to your pay.
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MODIFY IT-2104 (NEW YORK STATE TAXES) ELECTIONS

1. To make changes to your IT-2104 (NYS Tax) elections. Select the "+ Add Change Withholding" button below the “NYS
IT-2104 Details” box.

NYS IT-2104 Details

Marital Status Single or Head of household
MNYC Resident No
Yonkers Resident Mo

Allowances for NYS and Yonkers: 0O

Allowances for New York City: 1]
Additional Amount NY State: 0.00
Additional Amount NY City: 0.00
Additional Amount Yonkers: 0.00
Tax Notes:

I == Add Change Request I

2. A new window will pop up. In this window, you will see the full W-4 form with your current elections selected.

WYs 72104

Emplayes Humber 02062
First Hame, M1 Test

La e Oummy

Effective Date 522024 s Select Pay Date
Marital Status: Singla o Head of hausehold ~

Mote: IF mamied but legally separated, select Single or Head of housshold
Chack I you are 3 resident of Hew York City? o
Chack if you are 2 resident of Yonkers? o

r of allowancas for Naw Tork State and Yonkars If

r of allowances for New York City:

Enter any additional withholding per pay period undar special agreement with your employer:

New ork State amount 0.00
New York City amount: 0.00
Yonkers amount: 000

I cortfy that 1 am entitied o the number of withhalding allow
Signature ]

Typing your name in the signatura bax and cicking the updats button Is the sama as a written signature and Is legally binding.
el o $500 iy be Imposefor a fals ST You ke AE decresses the mauntof Maney You have WERREd from your wages. You may s bs subect

Penalty -
to criminal

A pending changes difer

3. First you will need to select an “Effective Date”. You are able to select any future date as the effective date.

Please note that when making decisions regarding your withholdings, it is advisable to consult with a licensed Certified
Public Accountant (CPA) or tax professional. While the payroll office can provide assistance in understanding how various
elections may impact your paycheck, we do not offer recommendations for your specific elections. Our role is solely to
provide information on the effects of different scenarios to your pay.

4. Next, you will select the “Marital Status” from the drop-down options.

Effective Date 5/17/2024 @ Selec
Marital Status: Single or Head of household v
el
Single or Head of household
Married

Married, but withheld at higher single rate

5. Then you will add any allowances for New York State. Click in the box to add the number of allowances.

Total number of allowances for New York State and Yonkers if
applicable:

Total number of allowances for New York City: D <4——Do not use

6. If you would like to have an additional amount withheld from each paycheck, you will enter it into the “New York State
amount” box.

Enter any additional withholding per pay period under special agreement with your employer:

New York State amount: [m]
New York City amount: m <4——Do not use

Yonkers amount: <4——Do not use
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7. The last item needed to complete this form is a digital signature. Click in the box next to “Signature” and type your full
name. You will not be able to proceed with the request until this is filled in.

I certify that [ am entitled to the number of withhelding allowances claimed on this certificate.
Signature [ ]

Typing your name in the signature box and clieking the update button is the same as a written signature and is legally binding

Penalty - A penalty of $500 may be imposed for any false statement you make that decreases the amount of money you have withheld from your wages. You may also be subject
to criminal penalties.

8. Carefully review all of your elections to ensure you entered the details correct. Once you have confirmed everything is
correct, click on the “Update” button.

signats

ur wages, You may alee be cubject

Comanants

9. This will submit you form and bring you back to the Employee Deductions page. You will now see your request in the
“Employee Withholding Allowance Changes” box.

Employ Idi [! e Changes S 1 [

1-2 of 2 First | Previous | Next | Last]

Change Type Effective Date & Status ~ Comments Date of Last Edit Action

wa 05/02/2024 Fending 05/02/2024 ENAS

StateTex  05/02/2024  Pending 05/02/2024 B/ X

1-2 of 2 First | Previous | Next | Last]

10. Your request has now been sent to the payroll department for final approval. The IT-2104 Details will not change until
the request is approved by the payroll department.

Please note that when making decisions regarding your withholdings, it is advisable to consult with a licensed Certified
Public Accountant (CPA) or tax professional. While the payroll office can provide assistance in understanding how various
elections may impact your paycheck, we do not offer recommendations for your specific elections. Our role is solely to
provide information on the effects of different scenarios to your pay.



