FSU OMNI Training Guide

Employee Self-Service Training - Editing W-4 Tax Information

Understanding the W-4 Tax Information Process

Your W-4 tax information affects the federal taxes withheld on your paycheck. Therefore, you should ensure your W-4

information accurately reflects your tax liabilities. This tutorial will outline the basic steps to changing your W-4 tax
information.

Navigation:

Log onto OMNI through the my.fsu.edu portal. Under myFSU Links, click on Human Resources.
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Click on the Payroll and Compensation tile.
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Click on the W-4 Tax Information tile.

Payroll
Paychecks Compensation History W-2/W-2¢ Consent W-2/W-2¢ Forms Voluntary Deductions

= Pay Date 07/10/2026
-
— Net Pay $1,524.66 9
Q Taxes $344.43

Deductions $510.88 — %

Total Gross. $2,379.97

Form consent received 2025 W-2 Form available Ne Deductions
Direct Deposit ‘W-4 Tax Information; Tax Withholding Paycheck Modeler
5 Accounts Updated 02/11/2025 Updated 12/3112025 Updated 12/31/2025

The W-4 Tax Information screen will appear (see next page).

You must complete "Filing Status" but steps 2, 3 and 4 are optional. Once you have completed the form, click
Submit.

NOTE:

The IRS highly recommends using the IRS Withholding Estimator (www.irs.gov/W4App) to conduct a withholding
checkup on your tax liability. Completing Steps 2, 3 and 4 will help ensure your federal withholding tax will more
accurately match your tax liability.

FSU does not withhold state income tax. Employees paying taxes in another state need to contact their local or state
revenue office to make payment arrangements.
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W-4 Withholding Certificate

Social Security Number ***-**%==
Florida State University
FSU does not withhold state income tax. Employees paying taxes in another state need to contact their local or state revenue office
to make payment arrangemenis.

Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
Your withholding is subject to review by the IRS www.irs.gov.

Step 1: Personal Information

Does your name match the name on your social security card? If not, to ensure you get credit for your eamings, contact
SSA at 800-772-1213 or go to www s5a gov.

Address

® single or Married filing separately

L::‘ Married filing jointly or Qualifying Surviving Spouse

) Head of Household(Check only if you are unmarried and pay more than half the cost of keeping up a home for
yourself and a qualifying individual).

Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempt from withholding or you have concerns
about your privacy, see instructions for Form W-4 on the IRS website

Step 2: Multiple Jobs or Spouse Works

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 income earmed from all these jobs.
€ view Instructions

] Multiple Jobs or Spouse Works

Complete Steps 3 through 4{b) on Form W-4 for only one of these jobs. Leave those steps blank for the other jobs
(our withholding will be most accurate if you complete Steps 3 through 4(b) on the Form W-4 for the highest paying job.)

Step 3: Claim Dependents
view Instructions
If your income will be $200,000 or less (400,000 or less if married filing jointly):

Multiply the number of qualifying children under age 17 by $2,200
Multiply the number of other dependents by $500
Other tax credits

Total

Step 4: Other Adjustments
EDHide Instructions

{a) 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.

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

(c) Extra withholding. Enter any additional tax you want withheld each pay period.

(a) Other Income
(b) Deductions
{c) Extra Withholding 25.00

Claim Exemption from Withholding

I claim exemption from withholding for the year| 2025|and I certify that | meet

BOTH of the following conditions for exemption from withholding:

« Last year | owed no federal income tax.
« This year | expect to owe no federal income tax.

[l check this box if you meet both conditions to claim exemption from tax withholding

Under penaliies of perjury, | declare that | have examined this certificate and to the best of my
knowledge and belief, it is true, correct, and complete.
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Once you click submit, a Verify Identity box will appear. Enter your OMNI password to continue.

nat won't ha

ient income. HEX

Verify Identity

on and 1.|'.r.=.|nlJ
To protect your privacy, verfy your identity by typing your password. If you are not this user, click Cancel.

User ID:

Password:

_J Continue Cancel

' .:EI
You will receive a Submit Confirmation screen upon completion. Click OK.

W-4 Withholding Certificate

4 The Submit was successful.
Howewver, due to timing, your change may not be reflected on the next paycheck.
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