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Document Version History

Date Version Comments
H
07/26/2022 1.0 Initial Version

Pre-Requisites/ Job Descriptions

This job aid is applicable to the following Oracle Cloud job descriptions:
ID Description
1. Employee
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Job aid - HR-29 Employee Self Service-W4

STEP 1

Click on “Sign In”

Sign In
Oracle Applications Cloud

Forgot Password

English v

'
& Copyright(C) 2011, 2021, Oracle and/or its affiliates.

STEP 2
Under Me, click on the tile “Pay”

= ORACLE Q search for people and actions

Good afternoon

Me My Team My Client Groups Benefits Administration Tools
QUICK ACTIONS

fo}
(Y] Personal Details

&,

Directory Journeys

Document Records
=j Identification info

D<1 contactinfo °] O
i )

Family and Emergency Contacts Career and Personal
Performance Information

Zx My Organization Chart

7 >
| My Public Info

Others

om

Pay

©)

Learning

Current Jobs Wellness Personal Brand

Change Photo
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ORACLE

©)

Time and
Absences

Benefits

i

Volunteering
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Job aid - HR-29 Employee Self Service-W4

STEP 3

Click on the tile “Tax Withholding”

Document Delivery
Preferences

Set up preferences for delivering
documents.

Year-End Documents

View, print, download and search
year-end documents for current or
prior tax years

New Starter Declaration

My Payslips

View, print, download and search
current and past payslips, which
contain gross pay, net pay, taxes and
other information.

Tax Withholding

Go here to update your federal and
state income tax withholding. Check
this information when your personal or
financial situation changes.

Social Security Accounts

3 Manage your new starter declaration. View employee and employer
accounts related to social security

management.

STEP 4

(=)

(=)

Payment Methods

Define and prioritize salary payments
details, such as payment type,
payment amount and bank accounts
details

Tax Credit Information

Update your federal and provincial tax
credit information here. Check this
information when your personal or
financial situation changes.

Payroll Information in External
Payroll

Payroll Information for Persons

Under Federal section, click on Pencil symbol to edit.

Weber County

Federal
Calculation Component Start and End Dates
Federal Taxes 6/23/17
Forms
Federal
Filing Status Additional Tax Amount
Married 0 UsD
Allowances
7

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

& Regional

WEBER COUNTY

+ Add v ~

— e
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Job aid - HR-29 Employee Self Service-W4

STEP 5
Click on Date Selector to select when this change is to start

ORACLE

ederal Taxes Cancel

Basic Information

Calculation Component Forms
Federal Taxes Federal

Component Sequence
1

*When does this change start?

6/6/22 ta)
Withholding Status

*Filing Status Extra Withholding
Select a value v o usp
Multiple Jobs

Select a value

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No

P Qualifying Dependents Amount Other Income Amount
° o] wsp o| usp

STEP 6

Select the date when you want the change to start on the system.

= ORACLE

Federal Taxes [ concel

Basic Information

Calculation Component Forms
Federal Taxes Federal
Component Sequence
1
*When does this change start?
6/6/22 te
< June 2022 >

Withholding Status
SUN MON TUE WED THU FRI SAT

*Filing Status
Select a value Q7 ¢ 9 0 n o| usp

Multiple Jobs

Select a value

You may claim exemption from withholding if both of the follq Today
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the cufrentyear:

If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No

6 Qualifying Dependents Amount Other Income Amount

@
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Job aid - HR-29 Employee Self Service-W4

STEP 7
Select the Filing Status Drop down arrow

= ORACLE

Federal Taxes

Basic Information
Calculation Component Forms
Federal Taxes Federal

Component Sequence
1

*When does this change start?

o

6/6/22

Withholding Status

*Filing Status Extra Withholding

Select a value | |

Select a value
Head of househoid
Married filing jointly or Qualifying widow(er)

Single or Married filing separately ha apply.
T You hiad 1o Tederal Tncome tax Tiability Tn the prior year

2. You expect to have no federal income tax liability in the current year.
if you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Qualifying Dependents Amount Other Income Amount

° 0 usD

STEP 8

Save and Close | Cancel |

Select the “Filing Status” that is appropriate for you. In this example, the

option 'Married Filing Jointly' is chosen

= ORACLE

Federal Taxes

Basic Information
Calculation Component Forms
Federal Taxes Federal

Component Sequence
1

*When does this change start?

o

6/6/22

Withholding Status

*Filing Status Extra Withholding

Select a value

Select a value

Head of household |

Married filing jointly or Qualifying widow(er) |

Single or Married fling separately ha apply.
T YoU hiad 16 Tederal Thcome tax iabilty Tn the priof year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Qualifying Dependents Amount Other Income Amount

5
& Other Dependents Amount Deductions Amount

WEBER COUNTY

Save and Close | Cancel

0 usop
0 usop
0 usp

@
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Job aid - HR-29 Employee Self Service-W4

STEP 9

Select the “Multiple Jobs” dropdown arrow

Federal Taxes

Save and Close | Cancel

Basic Information

Calculation Component Forms
Federal Taxes Federal
Component Sequence
1
*When does this change start?
6/6/22 )
Withholding Status
*Filing Status Extra Withholding
Married filing jointly or Qualifying widow (er) 0 usD
Multiple Jobs
Select a value |
Select a value
No rg apply.
Yes nt year.
T YOU CraIMT EXempY; yOu WIT Ve o TNCOMTe taX WITNETa TonTyour pay.
Exempt from Federal Income Tax
No
Qualifying Dependents Amount Other Income Amount
0 usD 0 usp
A Other Dependents Amount Deductions Amount
g 0 usb 0 usp

STEP 10

Select 'No' from the dropdown unless you (1) hold more than one job at a
time, or (2) are married filing jointly and your spouse also works

Federal Taxes

Save and Close | Cancel

Basic Information

Calculation Component

Forms
Federal Taxes

Federal
Component Sequence
1

*When does this change start?
6/6/22

o

Withholding Status

*Filing Status Extra Withholding

Married filing jointly or Qualifying widow(er) 0 usD

Multiple Jobs

Select a value

g |
|
No )\‘”9 apply.

Yes

ITyOU CramT EXempY, you Wi TTave o TNCONTe taX WITneTa TronTyour pay.

Exempt from Federal Income Tax

No

Qualifying Dependents Amount Other Income Amount

= » Other Dependents Amount Deductions Amount

o
WEBER COUNTY GRAVITON
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Job aid - HR-29 Employee Self Service-W4

STEP 11

Select "Exempt from Federal Income Tax” dropdown arrow.

P

STEP 12

Select “No” unless you qualify for exempt status criteria

Federal Taxes

Federal Taxes

B 9 g i ST
*When does this change start?

'

6/6/22

Withholding Status

*Filing Status Extra Withholding

Married filing jointly or Qualifying widow(er) 0 usDp

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

Select a val
¢ e i Other Income Amount
i 0 usD 0 usD
Yes I
Owmer vepenaents Amount Deductions Amount
0 usp 0 usD
Total Dependents Amount
0 usD

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

1agree

3 P Lor KT
*When does this change start?

o

6/6/22

‘Withholding Status

*Filing Status Extra Withholding

Married filing jointly or Qualifying widow(er) 0 usD

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No

Other Income Amount

0 usD 0 usD
Yes I
Omer vepenaents AMount Deductions Amount
0 usD 0 usD
Total Dependents Amount
0 usb

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

1 agree

Save and Close Cancel

listed above.

Save and Close [ Cancel

WEBER COUNTY
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Job aid - HR-29 Employee Self Service-W4

STEP 13

Enter amount value in “Extra Withholding” field for any additional tax you want
withheld each pay period

Federal Taxes vece | NIy [ oo

3 e TS
*When does this change start?

6/6/22

o

Withholding Status

*Filing Status Extra Withholding

Married filing jointly or Qualifying widow (er) 500 usp

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No
Qualifying Dependents Amount Other Income Amount
0 usp 0 usop
Other Dependents Amount Deductions Amount
0 usb 0 usD
Total Dependents Amount
0 usD

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

G @)1 agree
STEP 14

If your income will be $200,000 or less (54,000 or less if married filing jointly):
Multiply the number of qualifying children under age 17 by $2,000; Multiply the
number of other dependents by $500. Add the dollar amounts above and enter the
total amount here. Above dollars should be added in the yellow highlighted box in
the below screenshot.

Federal Taxes [ oo | [ concal |

3 I e
*When does this change start?

Zoir oL LH.

6/6/22

o

Withholding Status
*Filing Status Extra Withholding
Married filing jointly or Qualifying widow (er) 500 usp

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No
Qualifying Dependents Amount Other Income Amount
0 usp 0 usp
Other Dependents Amount Deductions Amount
0 usp 0 usD
Total Dependents Amount
o usD

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

@ ®)1agree

s i il 9 >
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Job aid - HR-29 Employee Self Service-W4

STEP 15

Workers can fill in the amount details in other fields, and then the ‘Total Dependent
amount’ in the bottom.

Federal Taxes voie | [ENEIITY [ coree

= Y e
*When does this change start?

o

6/6/22

Withholding Status
*Filing Status Extra Withholding
Married filing jointly or Qualifying widow(er) 500 usD

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No
Qualifying Dependents Amount Other Income Amount
0 usD 0 usop
Other Dependents Amount Deductions Amount
0 usp 0 usp
Total Dependents Amount
0 usD

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

L
G (@)1 agree

STEP 16

Click the “l agree” checkbox, to declare that this information is true, correct,
and complete.

Federal Taxes v | ENEIITEY [ conee

o

6/6/22

Withholding Status

*Filing Status Extra Withholding

Married filing jointly or Qualifying widow(er) 500 usp

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No
Qualifying Dependents Amount Other Income Amount
0 usop 0 usop
Other Dependents Amount Deductions Amount
0 usp 0 usbD
Total Dependents Amount
0 usD

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

i
G ©)1 agree

10
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Job aid - HR-29 Employee Self Service-W4

STEP 17

Click on “Save and Close” to record this information in the system.

Federal Taxes

Delete

p—
[ e

Ld L TT

6/6/22

o

Withholding Status

PY

STEP 18

For additional notes and guidance, Click on ‘Federal’ link.

*Filing Status Extra Withholding

Married filing jointly or Qualifying widow(er) 500

Multiple Jobs

No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

No
Qualifying Dependents Amount Other Income Amount
0 usp 0
Other Dependents Amount Deductions Amount
] usD 0
Total Dependents Amount
0 usD

*Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
V| lagree

Estimator for the most accurate withholding.

Weber County TESTIUAT

Please make use of the IRS

Weber County

Federal
Calculation Component Start and End Dates
Forms

Federal

Filing Status

Extra Withholding

Married filing jointly or Qualifying widow(er) 500 USD

Multiple Jobs
No

You may claim exemption fr

Iding if both of the following apply

If you claim ex

empt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Show Prior Records

11
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Job aid - HR-29 Employee Self Service-W4

STEP 19

Here you can see the information you just entered for the federal income tax
withholding.

Weber County

Federal

Calculation Component Start and End Dates Vd
Federal Taxes 6/6/22

Forms

Federal

Filing Status Extra Withholding
Married filing jointly or Qualifying widow(er) 500 USD

Multiple Jobs
No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Show Prior Records

20
& Regional + Add v

P at il 4 2
WEBER COUNTY

@
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Job aid - HR-29 Employee Self Service-W4

STEP 20

To add your state withholdings, click “+ Add” drop down under Regional
section.

< Tax Withholding

Mulliplé Jobs
No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

Show Prior Records

Regional EXZE

Add Tax Withhoidings
View | Active
Calculation Component Forms V'
State Taxes uT
State
uT Start and End Dates
1721
Filing Status Exempt from State Income Tax
single or Married filing separately No
Extra Withholding
0 UsD

Py

STEP 21
Select and click on “Add Tax Withholdings” option.

< Tax Withholding

Multiple Jobs
No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax

Show Prior Records

Regional + Add v
Add Tax Withhoidings

View | Active -

Calculation Component Forms rd

State Taxes ut

State

ur Start and End Dates

nj21

Filing Status Exempt from State Income Tax

Single or Married filing separately No

Extra Withholding

0 UsD

13

@
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Job aid - HR-29 Employee Self Service-W4

STEP 22
Select the date this tax withholding should start.

= ORACLE

Create Calculation Component Cancel

Regional 4 Add |

Basic Information

*When does this change start? *What do you want to add?
6/6/22 e | Select a value
. § ) _ » | < June 2022 >
Under penalties of perjury, | declare that this certificate, to th | correct, and complete.
| agree SUN MON TUE WED THU FRI SAT

@7 8 9 10 1

12 13 14 15 16 17 18
19 20 21 22 28 24 25

26 27 28 29 30

P

STEP 23
Click on 'What do you want to add' dropdown arrow.

= ORACLE

Create Calculation Component [ save ana ciose |

Regional + Add |

Basic Information

*When does this change start? *What do you want to add? ;
6/6/22 e Select a value |
Select a value r

*Under penalties of perjury, | declare that this certificate, to the best 0 gyare Taxes

Lagree Pennsylvania PSD

Py

TS Y -
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Job aid - HR-29 Employee Self Service-W4

STEP 24

Select “State Taxes”

= ORACLE

Create Calculation Component Gancel |

Regional + add |

Basic Information

*When does this change start? *What do you want to add?
6/6/22 [ Select a value
_Select a value
*Under penalties of perjury, | declare that this certificate, to the best ‘&sme Taxes J
1agree Pennsylvania PSD

P

STEP 25
Click on "State" dropdown arrow.

= ORACLE

Create Calculation Component [ concel

Regional | + Add |

Basic Information

*When does this change start? *What do you want to add?
6/6/22 (Y State Taxes
State
Select a value | v

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

lagree

P

%w ‘5 15 d
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Job aid - HR-29 Employee Self Service-W4

STEP 26

Select a state. For instance, state NM is selected

= ORACLE

Create Calculation Component

ano @

Save and Close Cancel ‘

Regional
Basic Information

*When does this change start?
6/7/22

*Under penalties of perjury, | declare that this certificate, t

and complete.

| agree

&

STEP 27

+ Add

*What do you want to add?

State Taxes

o

State
NM

State

)

Select the “Filing Status” from the dropdown that is appropriate for you. In
this example, option “Married filing jointly or Qualifying widower” is

selected.
Create Calculation Component

Regional

Basic Information

*When does this change start?

6/7/22

State Tax Information

Filing Status

Select a value

Save and Close ‘ Cancel ‘

+ Add

*What do you want to add?

° State Taxes

State

NM

Extra Withholding

Select a value

Head of household

Exempt from State Income Tax

Select a value

({;Mamed fiing jointly or Qualifying widow(er)

R,

)]

*1 Single or Married filing separately
ahu cumpree:

| agree
6

s it
WEBER COUNTY

Ite, to the best of my knowledge and belief, is true, correct,

16
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Job aid - HR-29 Employee Self Service-W4

STEP 28

Select “No” for Exempt from State Income Tax unless you qualify for exempt

status.

Create Calculation Component

Save and Close |

Cancel

Regional
Basic Information

*When does this change start?
6/7/22

State Tax Information

Filing Status
Married filing jointly or Qualifying widow(er)

Deductions Amount
0

*Under penalties of perjury, | declare that this certificate,

and complete.

| agree

@

STEP 29

o

usD

4+ Add ‘
*What do you want to add?
State Taxes
State
NM
Extra Withholding
0 usD

Exempt from State Income Tax

Select a value

Select a value

G )

fes

Click the checkbox “l Agree”, to declare that this information is true,

correct, and complete.

Create Calculation Component

Save and Close [l

Cancel

Regional
Basic Information

*When does this change start?

6/7/22

State Tax Information

Filing Status

Married filing jointly or Qualifying widow(er)

Deductions Amount

0

oF

usD

+ Add
[ 2 |

*What do you want to add?

State Taxes
State

NM
Extra Withholding

0 usD

Exempt from State Income Tax

No

*Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct,

and complete.

(&) agree
G

s it
WEBER COUNTY

17
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Job aid - HR-29 Employee Self Service-W4

STEP 30

Click on “Save and Close”

Create Calculation Component

TR 7‘\
| Save and Close M Cancel

&

STEP 31

Regional

Basic Information

*When does this change start?
6/7/22

State Tax Information

Filing Status

Married filing jointly or Qualifying widow (er)

Deductions Amount

oF

usb

*What do you want to add?

State Taxes

State
NM

Extra Withholding

Exempt from State Income Tax

No

+ Add ‘

v | agree

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

Here is the regional income tax withholding information you have entered.

Federal

Filing Status

Married filing jointly or Qualifying widow(er)

Multiple Jobs
No

Extra Withholding
500 USD

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year
If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax
No

Show Prior Records

'

Regional

View | Active

Calculation Component
State Taxes

State
NM

Filing Status
Married filing jointly or Qualifying widow(er)

Deductions Amount
0 UsSD

Forms
NM

Start and End Dates
6/7/22

Extra Withholding

0 UsD

Exempt from State Income Tax
No

+ Add

WEBER COUNTY

18
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STEP 32
Click on Home icon to return to the main screen

Weber County

Federal

Calculation Component Start and End Dates
Federal Taxes 6/6/22

Forms
Federal

Filing Status Extra Withholding
Married filing jointly or Qualifying widow(er) 500 USD

Multiple Jobs
No

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.
If you claim exempt, you will have no income tax withheld from your pay.

A Exempt from Federal Income Tax
6 No

STEP 33

= ORACLE Q

Good afternoon,

Me My Team My Client Groups Benefits Administration Tools
QUICK ACTIONS

Personal Detalls

Co

Directory Journeys

2> Document Records
=g  Identification Info

€ iy

Family and Emergency Contacts Time and Career and
Absences Performance

My Organization Chart

19
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