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Home  Business Resources
Wednesday, January 04, 2017 ..2: Home =:.. Register Login

Welcome S

| Welcome to the Online Web Access. We have provided this secure on-line site to further enhance
| the communications and flow of data in our district. Please log in to access the secure location of
| the site.

| Once logged on, you will have access to entering absence requests, entering purchase requisitions,
| viewing your paycheck, updating your W-4, updating personal information, updating emergency

| information.

| Under the Business Resources tab, there are forms that you might find useful.

We have also listed some important links on the Employee Resource page.

Step 1 - Open the iVision webportal site. This can be found under Staff Resources on the HSD website

(located at the bottom of the list on the left side of the Staff Resources page) or use the following web
address:

https://bis.lblesd.k12.or.us/harrisburg/Default.aspx



Wednesday, January 04, 2017 .22 Home ::.. Register Login |

User Log In

€2 User Name:

|pam.strutz
€ Password:

[ Remember Legin

Reqister
Forgot Passwerd ?

Step 2 — Login to your page on the iVisions Webportal. Your user name should be the same
firstname.lastname used for your e-mail address. If you don’t remember your password use the Forgot
Password link. If you are still having trouble logging in, call the District Office at (541) 995-6626 x365.
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Wednesday, January 04, 2017 A .31 Home ::.. Pam Strutz Logout
Welcome = | Excel Req Import Template =1
Welcome to the Online Web Access. We have PLEASE DOWNLOAD THE EXCEL REQUISITION TEMPLATE
provided this secure on-line site to further enhance BELOW
the communications and flow of data in our district. | This template will ensble you to quickly upload multiple detail
Please log in to access the secure location of the | ems when creating a requisition.
site. Please Note: Even if there is no freight/tax on your
X . requisition, enter 0 in the appropriate columns on the
Once logged on, you will have access to entering requsition for each item.
absence requests, entering purchase requisitions, Title  |Owner|Category L35 | Size
viewing your paycheck, updating your W-4, updating Updsied'| (xb)
personal information, updating emergency i New
information || e
{ & i | |Temglate 4/7/2010 |16.50 |Download
: || |04-07-
Under the Business Resources tab, there are forms | |2010
that you might find useful. [
We have also listed some important links on the

Employee Resource page.

] Employ;ae Link - =k

You are an authorlzed portal user.

Step 3 — Choose “Employee Resources” from the menu choices at the top of the Welcome page.



— D

-\ Employes Resouroes |

3 i e T ey ‘zgl":,.\',<‘..L"r':':", T T

Wednesday, January 04, 2017

-2 Home ::..

Pam Strutz Logout

Wielcome:

Welcome to the Online Web Access. We have
provided this secure on-line site to further enhance
the communications and flow of data in our district.
Please log in to access the secure location of the
site.

Once logged on, you will have access 10 entering
absence requests, entering purchase requisitions,

personal information, updating emergency
information.

Under the Business Resources tab, there are forms
that you might find useful.

We have also listed some important links on the
Employee Resource page.

viewing your paycheck, updating your W-4, updating

Employee Link

You are an authorized portal user.

Excel Req Import Template =

PLEASE DOWNLOAD THE EXCEL REQUISITION TEMPLATE
BELOW

This templzate will enable you to quickly uplead multiple detail
items when crezting a reguisition.

Please Note: Even if there is no freight/tax on your
requisition, enter 0 in the appropriate columns on the

i for each item.
Last Size
‘Tnﬂe ‘Ofmer Category Updated | (Kb)
New
Excel
Templats 4{7/2010 | 16.50 | Download
04-07-
2010

Step 4 — Choose “Tax Withholding Forms” from the menu choices at the top of the page.

(Yes, this page looks exactly like the previous page. Unfortunate but true.)
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| Wednesday, January 04, 2017 ..1: Employee Resources » Tax Withholding Forms =:..

Actions» Tax Withhelding Forms a9 |

a Click to Fill Out Tax Forms

Current Elections

Tax Status = Married', Exemptions = 6, Additional Withholding = $0.00,
Status = Not Exempt

Disclaimer: This withholding farms pronsss is only ene of many baaks available bo assist you, Kaap in mind that
Harrisburg School District 7 doss not give lagal or tax advioa, You should consult with your bax advisar bo raview your
marboular circumstancas, Harrisburg School District 7 doss not assuma raspensibility o liability for dacisicns based en
usa of the withhclding forms procass. as numaraus facters can affact the achual outcome. If you have spacific quastions ,

oantact your Human Rescuross rapnsentative. Adobe Acrebat Reader 7.0.7 or abova must ba installad on your comautar in
order ta use bax forms.

Step 5 — Choose the big blue button “Click to Fill Out Tax Forms”. Your current elections are shown so if
you decide you don’t need to change anything, you can logout (upper right corner) and be done. ©



Employee Withholding Resource Center

¥elcome Pamela Strutz!
The assisiant can guide you o the conect forms. You ¢an also chooese which forms you would like 1o ill

out T you're cerain.
Subrnitied forms will be reviewed by your Human Resources Depariment and uploaded 10 Employee
Documenis in iVisions.

Tip: On ihe form submission page you may print your forms by using the browsers print Tunction {Cirl +
P in Windows, Cmd Shift P in O8X) and selecting the Porirail layout.

Step 6 — To get started filling out the form you need to choose “Guide Me” if you want the system to
walk you through the process, or “Let me choose” if you want to go straight to the forms. | am only
showing the “Let me Choose” process here since the system will guide you if you pick that option.



Employee Withholding Resource Center

Locality Name Title Form
type
"Federal W-4 Employee's Withholding Allowance Certificate resident
'Omgun Federal Employee's Withholding Allowance Certificate fesident
W4
Federal W-4(SP) Certificado de Exencion de la Retencion del{la) Empleada(a) esklent
Federal 8233 Exemption From Withhelding on Cempensation for Independent (ami2 Centain Oependent) Personal Seivices of 3 axampt
Nenresident Alien Individual
Federal 673 Statement For Claiming Examiption Frem Withholding on Forsign Sarmed Incoms Eligitls for the Exclusion(s) Providad oy exsmpt

Section 911

" Suggested based on your resident and work addresses

LI SETRXRENTI X Sign out

Step 7 — Choose “Federal W-4” first. We will deal with the Oregon W-4 later. If any of the other forms
listed apply to you are on your own. No, just kidding. © Call the District Office (541) 995-6626 x364 if
you need assistance with any of the forms.
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Federal = Empoyes’s WERHotIng Avowance Gericale = WAL

Select a filing Status:

QO Single OR maried bud legally separaled
O Marmied
O Mamiad, but withhold 2t higher Single rate

O Noenresident Alien

[ Cheek here il your last name differs from that shown on yous social security card.
You must call 1-800-772-1213 for a replacement card

Step 8 — Choose your filing status. DO NOT mark the box that says “Check here” unless your last name
has changed since your most recently issued social security card. If this situation applies to you, please
call the District Office (541) 995-6626 x364 and let us know that your current name does not match your
social security card. Your year-end tax forms that we send the IRS and Social Security Administration will
reject if the names do not match, which could cause a delay in the IRS processing your tax return.



A tainteny W ihiessags

Federal = Employee's Withhoiding Allowance Gertificate = W-¢

Ars you exempt from Federal withholding?

QO No

O Yes

WARNING: To he eligidle, | certify that | meet both of the following conditions for examption:

+ Lastyear| had a nght to 3 refund of all federal income tax withheld because | had no tax liability, ANO
+ This year | expect a refund of all federal Income tax withheld because | expect to have no tax liability.

Step 9 — Answer this question by marking “No” or “Yes”. You must answer the question. If you are not
sure of your status read the warning explanation to be sure before marking “Yes”. We are required to
send the Oregon Department of Revenue copies of any W-4 forms that claim “Exempt”. The IRS no
longer requires this, but if they determine you are not having enough tax withheld they will send us a

letter specifying the minimum amount that has to be withheld. We are required to comply with this
type of notice.



Step 10 -

A lzin Menu T

Federal = Employee’s Wilhnolting Aliowance Cenmitcale = W-4

R " Would you like to complete the Personal Allewances Worksheet?

O No

<€ Batk

Step 10 — The “Personal Allowances Worksheet” walks you through a series of questions to help you
determine how many exemptions you should be claiming. See following pages 11-13. If you already
know how many exemptions you want to claim select “No”, “Next” and skip to page 14 of this
document. Otherwise select “Yes”, “Next” and follow the directions.

10



Aranneny  MMassage

Federal = Empioyes's Withholding Aitowance Certiicate — W-¢

Personal Allowances Workshest

Line A
Enter *-1- for yourself if no one else can claim you as a depandent

I -Salzct. v

Line 8
Enter “-1-7if.
« You are single and have only one job: or
+ You are mamiad. have only one job, 2nd your Spouse does nol wirk; or
« Your waqges from a secend jod or your Spousa’s wagas (or the total of hath) are $1,500 or kess.

-Select- v

LineC

Enter “-1-" for your spouse. You may choose to enter 07 if you ans marmiad 2 have eiher 2 working Spouss or mons than ons job, (Entring “-0-"

may el you avoid having toe itde tax withhaid)

-Select- v

Line D
Enter number of dependents (olher tan your spouse or yoursel’) you will claim on your tax retum

Step 11 - You must select an answer for each question on the Personal Allowances Worksheet. It may

be helpful to have your tax return available for reference.

11



Line &
Emer 1" if you will file as head of hausehield on your izax refun {see condilions under Head of househeld)

-Selet- v

Line F
Enter *-1-" if you have at least $2.000 of child or dependent care expenses for which you plan to claim a credit

( Note. Do notinclude child support payments. See Pub. £02, Child and Dependent Care Expenses, for details.)

| ETT— |

- This value is required

Line &
Chilel Tax Credit (inciuting additional child 1ax credit). See Pub. 872, Child Tax Credi, for more information.
« I your fetal income will be less than $70,000 (S100,000 if married), enfer 2" for each eligitle child; then less “17 if you have two 10 four

eligible: chidren or less 2" 1 you have Tive or more eligible childen
« It your jodal income will be bedween $70,000 and S84 000 ($100,000 and $119,000 if marnied), enter “17 for each eligible child

Line ¥
Add lines Adhrough G and enfer iolal here.
{ Niatee, This mzy be diierant from the number of exempiions yols claim on your tax retum.)

Kd

Note: Tnis is a computed value.

Step 12 — Answer questions A — G. See Line F above for an example of what happens if you do not
answer all the questions. Line H is a calculated amount based on the answers to questions A-G.



You may complete the Deductions and Adjustments Worksheet if you plan to itemize or claim adjustments to income and want to reduce your
withholding.

Would you like to complete the Deductons and Adjustments Worksheet?

O Ne
O Yes

You may cemplete the Two-EamersAdultiple Jobs Worksheet if you are single and have more than one job or are married and you and your spouse
both werk and the combined eamings from all jobs exceed 540,000 (S10,000 if marded) in ordsr to aveid having too little tax withheld.

Waould you like to complate the Two-Samersiliultipie Jobs Workshesr?

O Ne
O Yes

Step 13 — There are two additional worksheets available, if your tax filing situation fits either of options
listed above. You DO NOT have to fill out these worksheets to complete your W-4. They are available to
assist you in determining your exemption amount. If you choose to use one or both of these forms |
would recommend having your last year’s tax return on hand for reference. For the purpose of this
document, answer “No” to both questions and choose “Next”.

13



Federal = Smphyee’s Wihinniding Alowance Certifitate = W4

sian ] Worksheed Summary

: I Worksheer Recommendation

Personal Allowznces Worlkehee! 2 allowances

Totad numnber O alowances you re Claiming:

Addrionzl amourd, f any, vou want wihhels from each paycheck:

s | 00D

Step 14 — If you filled out the Personal Allowances Worksheet the Recommended exemption allowances
total is shown in the box on the upper right. You will need to enter the number of allowances you want
to claim in the box in the middle of this screen. The system does not automatically enter the
Recommended allowances for you so be sure to fill in this box.

Do you want more than what is normally withheld to be deducted from your paycheck? If yes, enter
into the blue outlined box the additional dollar amount you want withheld. The amount entered will be
deducted in addition to the amount determined by the tax withholding tables.

Remember: the blue outlined box is NOT for the total amount you want withheld each month. If you
have a specific total amount you want to have deducted each month, you will need to call the District
Office and have us help you determine the amount to put in this box. Call (541) 995-6626 x364.

14



A MainMenu X Message

Federal = Employee's Withholding Alloviance Certificate = W-4

Please review the document below
IF you would like to make any changes, you may return to the previous page.

17 you would like to submit this form, please agree to the terms below.

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

Plaase anter the last four of your SSN:

F w 2017 The exceptions dea't apply to supplementsl wages Nomuge income. If you have a large amount of
orm -4 greater than $1,000,000. : inco as Interest of divdands,
Basic instructions. I ycu aren’l exempt, compléte 5 USTG l:rrm
Purpose. Comnplete Form W-4 50 that your the Personal Allowances Worksheet below. The vidunls. Othorais "
empioyer can withhold the correct federal income warkaheo!s ca page ? further adjust your you may owe additicral tax, If "mr-‘ have ponsion o
fax frcm your pay. Conzdor cempieting a now Foem withholginqg allowances d on temizod annuity '"Wﬂah e Pub. sgs \md,‘w\'. .}4:"" ..h:mld
\W-4 pach year and when your parsonal or &nancial deductons, certain credits. acjustmants to ircome, acst your withholding on Foem W-4 or W-2P.
situation changas. or two-eamers’mu tole j09s stuations Twcieamovs or muttiple jobs. If y "og ?;i:vo a "
Exemption from withholding. If you ars exempt, Complate all worksheaets that apply. However, you ‘working spouse or mere than one job, figura the
cocmplate only fires 1,2, 3, 4, anu‘ 7 and sign tha may clam fawer [cr zero) al!oxmra\ggs For ragulnry ‘°Lg"““g‘:e' of al}allkances l""“ are e"‘“"dé" clzim
fm-n 1o validate 11, Yeir exampbon for 2017 expires wages, vathheiding mus: ba based on allowances ‘\2‘,‘_4 y" -'9'1“ ‘}(’f' "’*5 .“‘;‘l g"'f one som,
Feoruary 15, 2018. Sea Pub. 503, Tax Withhciding you claimed &nd may not be a flat amount or ourwitinoiding Lsually wil e most accurate
and Estimated Tax. Percentage of wages. ‘when all allovances are clamea on the Form W-4
B g Tor the highest paying joo and zeo allovarces are
Note: It another person carn clam yeu 83 3 dependent Head of household. Gansrally, you can claim head claimed on 1he o'hers. See Pubs. 205 for delails
o his or her lax return, you can't clam exemption of bouseho'd filing s1atus on your 1ax setum enly Iy ¥ i
fram wil hml'ing it your total income excaecs $1.050 you are unmareed and pay more than S0% of tha |\|‘°l ""1“‘; alien. R4 ”“" 1'; b ""l;“é :“*{" ol 5""’
mere than $350 of unearned incame (for costs of kesping up 2 home for yaurseit and your otice 1392, Scpplemental Form V nstructions for
terest and divderds). epordeni(s]or ffer 7 titymg idivduns, Soo 0t Allens, befors complating this form.
tions. An Y ub. 501 Exun‘allun Standard Doduction, and Check your withholding. After your Form W-4 takes
Excop ot an rmnlrwn:::::;f:c atlo to cl:lmla Filing Infcemation. for information. Eﬂa-t l.sfx\.b 505 10 see| hm he amuu:‘l;um are

Step 15 —Since a W-4 form is a legal document you must electronically sign the form clicking the box by
the statement “Under penalties...” and by entering the last 4 digits of your Social Security Number.
Choose “Submit Form” and you are almost done.

15
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A Main Menu

Your form has Deen subritted!

Form W-4 (2017)

The & <dea’t apply to 1 wages
grenter than $1,000,000
Basic i It yeas aren’t exempt, complete

Purpase. Complete Form W-4 50 that your
empioyer can withheld tha correct fedoral incoma
1ax from your pay. Consider ccm;imm? a nevr Form
-4 each Ks..r and when your personal or financial
situation chani

Exemption from vrmmomng. If you ara exampt,
complzte only irea 1, 2, 3, 4, and 7 and sign the
form to validate it. Yeur exemption for 2017 expirea
Feoruary 15. 2018. See Pub. 503, Tax Withhalding
and Estimated Tax,

anather person can clam yeu as a dependent

1 1 her lax return, yeu can't claim exemplion
from withtolding if your total incomie exceecs $1,050
and includes mers than $350 of unearned income (for
axampla, interast and divderds).

Excopums An empleyoe may be atle to claim
axemption from withholcing even if tha employee is
a depardent, if the emplayee:

® I3 nge 65 or olcar,
® Is blind, or

* Wil claim adjustrnents o income; lax credils; o
iternized ceductions, on his or ber tax return,

tho Personal Allowances Worksheet below. The
waorksheats cn page 2 further adjust your
withholding allowances based on itemized
deductions. certain credits. ac;ustments to income.
or two-eamers/mutiple [0bs stuaticns.

Complate all worksheets that spply. However, ycu
may clam fawer {or zerc) allevsances. For regular
wsges, vithholding mus: be based on allovwances
you claimed and may not be a flat amount or
percentage of wages.

Head of household. Genssally, you can claim head
of househo'd filing status on your tax return only
you are unmarred and pay more than 50% of the
costs of keeping up a home for yoursei and your
deperdent(s) or other qualifying nrdwduals Sea
Pub. 501, Exerrptions, Standard Daduction, ard
Filing Infcemation. for informaton.

Tax credils. Ycu can 1ake projected tax credits into
account in tiguring your allowadle number of
withhalding alowances. Crodits fee child or dependont
carc exponses a~d tho chikd tax credd may be claimed
uting the Personal Alowances Worksheat below.
See Pub. 505 fer informaticn on converting your other
cracis into withholding allowances.

Nonwage income. If you have a large avount of
mr e ircome, such as Inn-'c.-‘ cr divide:

miaking estimated 1 s Form
10—!0 ES, Estimated Tax for 'ndl-ll’l‘“l'b Olhurmsx:
you may owe additicnal tax. If you have pensicn or
annuity income, sea Pub. 505 to find out if y'ou should
aciust your withholding on Form W-4 or \W-4P.

Two earners or multiple jobs. If you have a
working speuse or more than cae job, figure the
total number of allav:ances you are enliied to claim
on all jobs uging workeh=ets i only one Form
W-4. Your withhoiding usually vill be most accurate
‘when all allowances are clamea on Lhe Form W-4
fer the highest paying jon and zero allowances ars
claimed on the others, See Pub, 505 for datails

Nonvesident alien. If you ws a nonresicent alien, sse
Notice 1392, Suppl Fom W-4 1s for
Nonresidznt Aliens, befcre com:leung this form.

Check your withholding. Aiter your Form \W-4 takes
effect, Lze Pub. 505 to see how the amount you are
naving withheld comoares to your projected total tax
for 2017. See Puo. 505, especislly It your eamings
exceed $130,000 (S~le) or $180,00C (Martlea).

Future developments. Information about .ln, fulure
developments affectng Form YW-2 (such a:

legislation enacted after we release it} will e posted
al wriveirs.govivg.

Personal Allowances Worksheet (Keep for your records.)

A Enter “1" for yourself if no one else can claimyouas adependent . . . . . . .
® You're single and have only one job; or

B Enter"1"if:

* You're married, have only one job, and your spouse doesn’t work; or

 Your wages from a second job or your spouse’s wagaes (or the total of both) are $1,500 or less.
C  Enter "1" for your spouse. But, you may choose to enter "-0-" if you are married and have either a worklng spouse or more
than one job. (Entering “-0-" may help you avoid having tog little tax withheld.} . . .

D  Enter number of dependents {other than your spouse or yourself) you will claim on yourtaxreturn. . . . . ‘
E  Enter "1"if you will file as head of household on your tax return (see conditions under Head of household above] .
F Enter “1" if you have at Icast $2,000 of child or d dent care

for which you planto claimacredit . .

B S
. B 1

& 3 c 1
D 0

E O

F _©

{Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.
& i uriir tatal incAamo will ha lace than @70 NNN MQ@1NN ANN i marriad) antar "2" far aarh alinikla ~hild: than lace 17 i uan

Step 16 — Do you want your Oregon withholding exemption allowances to match your Federal
allowances? If so you have a couple of steps more to complete the Oregon W-4. If you only want to
update your Federal W-4, choose “Sign Out” and your form will be submitted to the District Office. We
receive an e-mail notification that there is a form waiting to be approved.

If you want to update your Oregon W-4 choose “Do more forms”

16



Locality

"Federal

“Oregon

Federal
Federal

Federal

Name

W-4

Federal
W4

W-4(SR)
8233

673

Employee Withholding Resource Center

Tite

Employee’s YWihhokting Alivaance Cenficaa

Empioyae’s Withhokling Aliowance Cartificala

Certificac g2 Exencon 02 13 Relencion dalia) Empleaca(a)
ption Som 3 on Comy for Ingp {ang Canmain Cepencant) Personal Servicss of 2
Nenressgant Aen Indradusl

Statament For Claiming Examption From W, Siging on Forsign Eamed Incoms Elgibls for the Exclesion(s) Providad by
Section 311

* Suggestad basad on your resiEnt 3 work 2udnesses

Al AELESENTTI - X Sign out

Step 17 — Choose “Oregon” on the form choices.

Form

resxant

saaEnt

esaent

Szt

Sempt

17



Mltzin Menn e

Oregon = Empioyee’s Wikieiing Aigwance Cemiicale = Federal Wed

izard & Foirm and Instructions

Would you like fo use federal values for Gregon ?

QO Yes

QO No

Step 18 - If you want your Oregon allowances to be the same as your Federal, choose “Yes” here. If not,
choose “No”. Choose “Next” to go to the next page.

18



QOregon = Employee's Withholding Allowance Certificate = Federal W-4

Please review the document below
If you vould like to make any changes, you may return to the previous page.

1T you wouid like to submit this form, please agree to the terms below.

¥ Under penalties of pequry, | declare that | have examinad this certificate and to the best of my knowledge and belief, it is true,
comect, and complete.

Please anter the last four of your SSN:

For Oregon Purposes Only

Form W4 (2017)

den't apply to wages
gn"'lh" Ihan 51 £00.000.

Purpose. Complete Form W-4 so that your
empioyer can vithheld the correct fedaeral income
fax frem your pay. Consdor compiating a nove Foem
-4 oach yoar and when your personal or financial
situation changas

Exemption from withholding. I you ara exampt,
complzte only lir2s 1, 2, 3, 4 and 7 2nd sign tha
mrm to validate it. Your exﬂnpmn for 2017 expiras
Feoruary 15. 2018. Sza Pud. 4L, Tax Withhalding
and Estimated Tax.

Note: It another person can claim ycu 83 a

Basic 11 yeu aten't exempt, complete
the Personal Allowances Worksheet below. The
worksheats cn page 2 further adjust your
withholdi~g allowances based on temized
dsductons, certain credits. acustmants to ircore,
or two-eamers‘mu tple jods stuations.

Complate all worksheets that apply. However, you

may ciam fewer (cr zero) allovances. For regular
wages. withrolding mus: ba based on allov:ances
you claimed and may not be a flat amount or
percentage of wages.

0 his of her fax return, you can't elaim éxemation
fram withhalkting if yeur tolal inzome exceecs $1.050
e

Generally, you can claim head
0! Fouseho'd iling S131S 0 yaur 1ax return cn

you are unmarréd and pay mose than 50°
costs of keeping up 2 home for yourse!

Nonwage income. If you have a large amo.rt of
nonwage inceme, such as interest cr e,
censider making estimated tax payrnen!
1C40-€S, Estimanted Tax for Individunls OI
you rmay owe additicnal tax, If you have
annuity incoma, sea Pub. 505 to find out l' you ahould
aciust your withholding on Form W-4 or W-2P,

Two earners or muttiple jobs. If you have a
WwOrking Spouse or mere than one job, figra the
total number of allcwances you are enttied to claim
on all jobs using w mk.hec.s from only one Form
W-4. Your withheiding usualy will be most sccurate
when all alovaances are clamea cn the Form W-2
for the highest naying |oo and ze¢0 dllowarces me
claimed on the others. See Pub. 505 for delail
Nonresident alien. If you are a nonmesicent il
Notice 1392, Svpplemental Form W-4 Instructions
Nonresident Aliens, before compieting this form.

and includes mere than $330 of unearned incame (far
exampic. interest and divderds),

depordentts] or otter qual lifying inedivid
- - U 5, Stardard Dod.
tps/7sy ytaforms.tylertech.comyspt/choose/form/ORI0L Swizard [ ion. for informaton.

ard Chock your withholding. After your Form W4 takes
effoct, vao | Pub. 505 to 500 how the amoun you are

........ LR P vivig VG st S p Sl

Step 19 — If you chose “Yes” on the previous page you will see this page with your Oregon W-4
completed with the same number of allowances as your Federal W-4. As with the Federal form, check
the box to accept the attestation statement, enter the last 4 digits of your Social Security Number and
choose “Submit”.

If you chose “No” on the previous page you will circle back to the filing status selection screen, Step 8.
Follow the same directions as before using your Oregon tax return information as a guide.
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A Kdain Menu

Your form has been submitied!

For Oregon Purposes Only

Form W-4 (2017)

The exceplions doa’t apply to supplemental wages
greater than $1,600,000

Purpose. Conplete Formn W-4 50 that your
employer can withheld the correct federal incomna
tax frcm your pay. Consider ccmp'ating a nevi Form
W-4 each year and when your personal or financial
situation changsa.

Exemption from withholding. If you ars exampt,
complate only ir2a 1, 2, 3, 4, and 7 and sign the
fonm to validate . Your exemption for 2017 expirea
Fenruary 15, 2018. See Pub. 503, Tax Withhoiding
and Estimatest Tax.

Note: Il anather person can clam you as a dependent
oer his or her tax return, you can't claim exemplion
from withbolkding i your total income exceees $1,050
and includes mere than $350 of unearmed income (for
axampiz, interest and divderds).

Excoptions. A~ emplcyee may b abla to claim
exemption from withhalcing even if tha empleyea is
a depzrdent, if the employee:
® |5 age 65 or oldsr,
® Is blind, or

© Will claim adjustments o income; lax credits; or
temized veductions, on his or her lax rolurn,

Basic i It yeur aren't sxempl, complete
the Personal Allowances Workshoot bolow. The
work.;hrct‘, o0 page 2 further adjust your

based on
daducti ons centain credits. adjustments to ircome.
or two-eainers/mu tiple jobs stuaticos.

Complete all worksheets that apply. Howevar, you
may cam fewer (or 2ero) alloviaances. For regular
wsges, vithholding must ba based on allov:ances
you claimed and may not be a flat amount or
percentage of wix
Head of household. Ganerally, you can claim head
of kousehod filing status on your tax seturn coly if
you are unmareed and pay more than S0% of the
costs of keeping 133«:1 horrre for yourseif and your
deperdent(s) or other qualifying »rdrndunls Sea
Pub. 501, Exemptions, Standard Decuction, ard
Filing Infcrmation. for informaton.

Tax credits. You can fake projecled tax credits info
account in tiguring your allawasie numbaer of
withheleing altowances, Credits for child or dependont
cara expenses ord the child tax credt may be claimed
uzing the Parsonal Allowances Worksheat below.
See Pub. 505 for informaticn on converting your other
cr=cis into

9 1)
1040-ES, Estimated Tax for Ind iduals Olhurm.. i
you may owo additicnal tax, If you have ponsicn or
annuity income, s2a Pub. 505 to find oul if you should
ac;vst your withholding on Form W-41 or W-4P.

Two earners or multiple jobs. If you have a
+0rking speuse of mare than cne job, figure the
total number of aliawances you are enlitied to claim
on all jobs uzing worksheets fiom only one Form
V-4, Your withhoiding usually will Le most ascurate
when all aliowances are clamec on the Form W-2
foe the highest paying jon and zera allowances ara
claimod on the others, Sor Pub. 505 for destails

Nonvesident alien. If you arg & nonresicent alien, seg
Notice 1392, Supplemantal Form W-4 Instructions for
Nonresicznt Aliens, bafors completing this form.

Check your withholding. After your Form \W-4 takes
=ffect, Lse Pub. 505 to see how the amount you are
naving withheld compsres to your projecied total tax
tor 2017. See Puo. 506, especially It your eamings
exceed $130,000 (Sagle) or $180,00C Maniec).

Future developments. |l'“0'l“.t|l0|) about any future
dovelopmonts atfectng Form YW-4 (such as
legialation enacted anter we release It} will ba posted
atwrree Jrs.govs w4,

Personal Allowances Worksheet (Keep for your records.)
A Enter “1" for yourself if no one else can claimyouasadependent . . . . . . . . . . . . . . . . . . A
* You're single and have only one job; or

B Enter "1"if: * You're married, have orily one job, and your spouse doesn't work; or B
 Your wages from a second job or your spouse's wages {or the total of both) are $1,500 or less.
[od Enter "1" for your spouse. But, you may choose to enter "-0-" if you are married and have either a working spouse or more
than one job. (Entering “-0-" may help you avoid having toa little tax withheld.} . = (o3
D  Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . D o
E Enter “1" if you will file as head of household on your tax return (see conditions under Head of household above) E
F Enter “1" if you have at least $2,000 of child or dependent care for which you plan to claim a credit F

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)

G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more Information.
* If your total income will be less than $70,000 ($100,000 it married), enter "2" for each eligible child; then less "1 if you
have two to four eligible children or less “2" if you have five or mere eligible children.

* I your total income will be batween $70,000 and $84,000 ($100,000 and $119,000 if marriad), enler “1" for each eligible child. G
H  Add lines A through G and enter tolal here. (Note: This may be diffarent from tha numbser of exemptions you claim cn your tax relurn.) » H

Step 20 — Your form(s) have now been submitted to the District Office to be updated in the payroll
system. Choose “Sign Out” to leave this area.

IMPORTANT: W-4 forms can be submitted at any time. However forms submitted less than 5 days prior
to that month’s pay day may not be included in that month’s paycheck processing, so please submit
early. You can always check back to see if your W-4 information has been updated by following Steps 1
through 4 and looking at the bottom of the screen for your current W-4 information (pictured on page
5). If you don’t see your updated choice under the “Current Elections” section, please call the District
Office (541) 995-6626 x364 to check on the status of your form.
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