
A Deep Dive into 
the Federal W- 4
Presented by: Natalie J. McGill, SHRM-CP
Strategic Relations – AVP of Client Development



2

Agenda

W-4 Form Basics1

Steps 1 – 5 2

Q&A3



3

Instructions for Submitting Questions with GoToWebinar

› When you launched GoToWebinar, a control panel and a screen share window opened up

› In the control panel, there is a dropdown section entitled, “Questions”  

› Open up that section and type your question into the dialog box and hit enter. If you are a 
client, please put “CLIENT” in your question

› Please note that you will not see the questions or comments of others

› We will try to answer all the questions within the allotted time; however, if you did not get your 
question answered or if you come up with a question after the webinar ended, please contact 
Communications@Vensure.com

Presenter
Presentation Notes
You should have seen a control panel open when you entered the webinar roomThere’s a dropdown section for questionsJust type your questions and comments into that section and hit enter. If you are a client, please put “Client” in your question so we can track thatQuestions are private, so you won’t see the questions or comments of othersWe’ll try to get to all the questions in the time we have, but if we don’t — please contact webinarHRhelp@vensure.com

mailto:webinarHRhelp@Vensure.com
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The W-4 
Form Basics

❯ What is a W-4?
o Form to determine employee's federal tax 

withholding.

❯ Withholding: Estimating tax liability.

❯ Calculation instructions are found on W-4, 
but you might not need them. 

Presenter
Presentation Notes
Thank you Julie.  Today we are going to do a deep dive into the federal tax withholding form, W-4.  We will go through each section to break it down.  First let's talk about what withholding is exactly and what the W-4 does. In a nutshell your withholding form W-4 is how you communicate to your employer how much federal income tax to withhold from your paychecks.  It estimates your tax liability based on your projected income, number of dependents, deductions, or other adjustments. If you don’t pay enough during the year, you will have a tax bill and potentially penalties for under withholding.  If you withhold too much, you will receive a larger than expected refund when you file your tax return.  While receiving extra money at the end of the year is nice, it does also mean you could have had more take home pay each pay check.  So, it is very important to be as accurate as possible.  Another common term you hear this time of year is W-2.  The difference between the W-2 and the W-4, is the W-4 advises how much in taxes are to be withheld.  The W-2, summarizes for the IRS what the employee earned in taxable wages, what was withheld, and any other deductions.  Every employer is required to submit a W-2 on each employee and give you a copy of the form.  For those with simple tax situations you won’t need to calculate anything at all. In fact, and we will be covering this more shortly, you are only required to fill out steps 1 and 5 if you or your household only has 1 job. Even for more complex tax situations the IRS has tools to help you determine an appropriate withholding amount so that you do not end up owing money at the end of the year. We are going to go through each step in the W4, starting with Step 1.  



Step 1: Personal Information

❯ Please list your name, address, and SSN.

❯ Section (c) is checked based on how you file your taxes

Presenter
Presentation Notes
Step 1 – Personal InformationFor Step 1 a and b – list your legal name and Social Security number as it appears on your Social Security card and use the address you use for your tax filing.  Options in (c): Single is the most straightforward, it means you are not married to anyone. Or you can mark married filing separately.  This is where you and your spouse are legally married but choosing to file your taxes separately based on your personal tax situation or the advice of your tax professional / CPA.  Married filing jointly is what it sounds like, where you and your spouse are filing a joint tax return. Or, a qualifying widow or widower.Qualifying widow or widower is a status that someone can use for up to 2 years after the death of their spouse which allows them to retain the benefits of married filing jointly. The caveat is for this status you have to have a dependent child in order to claim this status, in fact the full name of this filing status is actually “qualifying widow(er) with a dependent child”Head of household is described in the parentheses. This filing status is applicable to those who are unmarried and pay more than half the cost of keeping up a home for themselves and a qualifying individual. A qualifying induvial in most cases is a child, specifically a child who lives with you for at least 6 months out of the year and for whom you pay more than half of their living or household expenses. The qualifying child must be under 19 if not a student, or under 24 if they are a student. The child can be your biological child, adopted, a foster child, a stepchild, a sibling, step sibling, or half sibling. Other dependents can also be qualifying individuals, if you have a child who fits any of the previously mentioned criteria but is permanently disabled, then they count as a qualified individual regardless of their age. The same can be said for either of your parents, nieces or nephews, in laws, aunts or uncles. The real threshold is that you are providing more than half of their financial support and they are living with you for at least 6 months out of the year. For divorced or separated parents, if the child lived in your home for more than half of the year, you may file as head of household, even if the divorce or separation agreement gives the other parent the right to claim the child as a dependent.



Step 2: Multiple Jobs or Spouse Works

❯ As stated in the headline, this step is for those with multiple jobs 
or with a spouse who works. 

❯ The IRS estimator provided in (a) is very intuitive and easy to use. 

Presenter
Presentation Notes
Moving to step 2 – Multiple Jobs or Spouse WorksIf you have more than one job, or have a spouse who works, then you will need to pay attention to step 2. As we mentioned, if you are single and only have one job then you get to skip right to the end, step 5, sign the form and give it to your employer.If your spouse works, and you both have similar income, then check option (c).  This is just a checkbox indicating that your spouse only has one other job, and they make a similar amount to you. For example, if you make $80k and your spouse makes $75k then it would likely be a good idea to use this checkbox for step 2.  The greater the difference between your 2 incomes, then more tax will need to be withheld. Its important that if you and your spouse are going to use this option that you both have to check this box on your respective W-4s. Option (a) is an estimator provided by the IRS on their website, and its very easy to use.  All you need are the most recent paystubs for you and your spouse in order to be able to fill out the estimator or the most recent paystubs from all your jobs. Once you go through the few steps the estimator will give you the most accurate withholding which you will need in the next few steps.  Keep in mind the estimator is currently unavailable from the IRS until the end of January for maintenance.  Finally, option (b) uses a worksheet on the third page of this form which we will be going over next. As indicated on the form this option is less accurate than using the IRS estimator. 



Step 2: Multiple 
Jobs Worksheet

❯ Following the instructions on this 
form will help you to find your proper 
withholding amount. 

❯ Whether you do line 1 or 2 depends 
on whether you/your spouse have 2 or 3 
jobs total.

❯ An important point in line 3 is you use the 
number of pay periods for the highest 
paying job.

❯ Use this worksheet only if you are not able 
to use the estimator on the IRS website

Presenter
Presentation Notes
If you choose not to use the estimator on the IRS website, then go to page 3 of the form to complete the multiple jobs worksheet.  On the worksheet, the first thing you have to be sure of is if you/you and your spouse have either 2 jobs between you or 3 jobsIf only two jobs between you, you only need to fill out line 1.  If you have 3 jobs between you, then complete line 2.  On the next slide we’re going to show you the table being referenced. Line 3 is where you enter the number of pay periods for the higher paying job; higher paying job is the key part of that sentence as it may not be your job.  If that job is paid weekly, enter 52.  If it pays every other week or bi-weekly, enter 26.  If it pays twice a month which is semi-monthly, enter 24.  if you are paid monthly, then 12.  Then line 4 is math where you divide line 1 or 2c (depending on if you have 2 or 3 jobs) by the number of pay periods on line 3, to give you your withholding amount per pay period. Again its important to remember that this method is less precise than using the IRS estimator, but may be necessary if you need to update your W-4 before the end of January.  



Step 2: Multiple 
Jobs Table

Presenter
Presentation Notes
To complete either step 1 or 2a, you will need to use this table from page 4.There are three tables on the page.  Be sure to use the correct table based on your filing status.  That is what you checked on step 1 (c) on the first page.  The first table is for married filing jointly or qualifying widow(er).  The second table on the page is for single or married filing separately.  The third is for Head of Household.  



Step 2: Multiple Jobs Table

Presenter
Presentation Notes
As an example, we will look at the married filing jointly or qualifying widow(er) status. As described, you find the compensation range for the higher paying job on the left, and the lower paying job on the top. Where those 2 lines meet is the withholding amount – the amount needed for the worksheet. Let’s say that you make $50k a year and your spouse makes $90k.  the intersection is the 8,120 figure we see circled in red. 



Step 2: Multiple 
Jobs Worksheet

❯ Following the instructions on this 
form will help you to find your proper 
withholding amount. 

❯ Once you get to line 4, enter this number 
in Step 4(c) of the Form W-4

Presenter
Presentation Notes
You then enter $8,120 on line 1 of Step 2(b) on page 3, if you have two jobs or married filing jointly and you each only have one job.  You would then skip to line 3 and do the math on step 4.  If you and/or your spouse has 3 jobs, then follow the steps in line 2.  For line 2, letter a, you will use the tables as discussed earlier to find the amount.  Use the annual wages from the highest paying  job for the column along the left.  Use the wages from the next highest paying job for the row across the top.  Enter the amount of that intersection on line 2a.  Line 2b is the sum of the annual wages of the two highest paying jobs (used in the line above).  Use that number as the wages in the highest payi8ng job column on the left.  Use the annual wages from the 3rd job, as the lower paying job in the row across the top.  Use amount from the table and enter on line 2b.  Add 2a and 2 b together for line 2c.  Finally, on line 4 – divide the annual amount from line 1 or line 2c by the number of pay periods on line 3.  Enter on line 4.  Copy this number to Step 4 C on page 1 of the W-4 withholding form.  



Step 3: Dependents

❯ Make note of the income restriction on being able to claim dependents; 
$200,000 for singles and $400,000 for married couples filing jointly. 

❯ Other dependents are not necessarily limited to just children under 17.

Presenter
Presentation Notes
Step 3 – Dependents.  The first thing you’ll see are the income requirements for this section, if your income is less than $200k for single or less than $400k if you’re married filing jointly, you complete this step. You multiply the number of qualifying children under 17 by 2,000.  The definition of qualifying children is what we reviewed back on step 1.That is, a qualifying individual in most cases is a child, under the age of 17 as of December 31, who lives with you for more than half of the year and for whom you pay more than half of their living or household expenses.  The child can be your biological child, adopted, a foster child, a stepchild, or if you have a child who fits any of the previously mentioned criteria but is permanently disabled.  You must also have the required Social Security number.  Other dependents is also the same criteria as when we were talking about earlier and includes: a permanently disabled child who is over the age of 17, either of your parents, nieces or nephews, in laws, aunts or uncles, siblings, step siblings, half siblings.  The requirements are covered in the IRS publication 501, dependents, standard deduction and filing information.  Once you know your number of dependents, multiplied by 2,000 or 500, you add those amounts for line 3 of step 3.  Including these credits will increase your pay check and reduce the amount taxes withheld.  



Step 4: Other Adjustments

❯ Note that this section is optional, and you do not need to enter anything here 
unless one of these options applies to you.

❯ Option (b) is if you plan to itemize your deductions rather than just taking the 
standard deduction, and more info is found later in the form on this. 

Presenter
Presentation Notes
Step 4.  Other AdjustmentsThis section which is used only if one of the 3 criteria applies to you. First - Option (a) is if you receive income that is not from a job where you completed a W-4 and are having taxes withheld.  You complete this option to account for that income and have extra withholding taken.  This includes things like interest, dividends, or retirement income. Second - Option (b) is if you itemize your deductions when completing your taxes rather than taking the standard deduction. There is a worksheet on the bottom half of page 3 of the W-4 form which we will review next.   Thrid - Option (c) is if you want any additional tax withheld for whatever reason you can enter that amount here. Often, this number comes from your tax professional or CPA.  This is also the place where you will put your deduction amount if you have multiple jobs or your spouse works but you did not click the checkbox in step 2 indicating that you are your spouse make about the same. When you used the IRS estimator or the table you would enter the withholding value here. 



Step 4: Deductions Worksheet

❯ Reminder, this is only required if you do not plan on taking the standard 
deduction and want to itemize your deductions.

Presenter
Presentation Notes
This worksheet is for someone who itemizes their deductions on their federal tax return.  This is often done as they have more deductions than the standard deduction. For number 1, enter the estimate of your 2022 itemized deductions or the amount you used on your 2021 taxes from Schedule A of your Form 1040.  On number 2, pick the amount based on your tax withholding status, married filing jointly or qualifying widow(er) or head of household or singe or married filing jointly.  Step 3 –  Which number is larger – either number 1 or number 2.  If 2 is greater than line 1, enter 0.  If 1 is greater than 2, then subtract 2 from 1.  Step 4 you enter other adjustments for student loan interest, deductible IRA contributions, or other adjustments from Part II of Schedule 1 of your form 1040 (prior year tax return).  Finally in step 5 you add lines 3 and 4 and enter that into the deductions section of part 4 of the form. 



Step 4: Claiming Exempt from 
Federal Withholding

❯ If you qualify for not paying federal income tax, write exempt below step 4 (c).

❯ Complete only steps 1 (a), 1 (b), and 5.  Do not complete anything else on the form.

❯ You will need to do a new form each year to recertify you are exempt.

E X E M P T

Presenter
Presentation Notes
There are some unusual circumstances where employees may be exempted from paying federal income taxes. You can do this if you had not federal income tax liability in 2021 AND you expect to have no income tax liability in 2022.  Please read the instructions on page 2 of the W-4 form for more information.Simply write exempt below line 4 (c), and complete only steps 1 (a), 1 (b), and 5.  If you claimed EXEMPT for 2021 and are able to do so for 2022, we need an updated for W-4 by February 15, 2022.  Otherwise we will set your withholding as single with no deductions.  



Step 5: Sign The Form

❯ Finally, sign and date the form.

❯ As you would expect, you should not put anything in the Employers Only 
section as that needs to be filled out by your employer once they receive this 
form from you

Presenter
Presentation Notes
Finally, sign and date the form.  Your employer may have the ability for you to complete this form online and the electronic signature is valid as well.  Leave the employers only section blank.  



Q U E S T I O N S ?



Thank you
for your time.

Presented by: Natalie J. McGill, SHRM-CP
Strategic Relations – AVP of Client Development
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