W-4 Guide
ATTENTION: Neither Student Employment or your Supervisor are allowed to tell you how
to complete this document. Please seek advice from a parent/guardian or tax advisor.
More information may be found at the IRS website.
You have two choices for your W-4.
1. You can choose to have taxes taken out. The amount of taxes taken out is
decided by the total number of allowance you claim on line five.
By placing a “0” on line 5, you are indicating that you want the most amount of
tax taken out of your pay each pay period.
If you wish to claim 1 for yourself, then less tax is taken out of your pay each pay
period.
The higher the number of allowance, the less tax taken out of your pay each pay
period. (See Example 1)
2. You can choose to have no taxes taken out of your tax and claim Exemption (see
Example 2). Please note the top of the W-4 does state:

This includes all earnings combined for the tax year. If your income exceeds
$950 you could end up paying taxes at the end of the tax year. Please contact a
tax advisor for more information. If you choose exemption you will be asked to
complete another W-4 at the end of the year because it expires. You will be
notified via email.
The address you put on your W-4 is the address that will be entered into the system.
This should be your permanent address. Please note that if you put your out-of-state
home address other taxes may apply. You will be notified by email if applicable. Again,
contact a parent/guardian or an accountant for further advisement regarding this issue.
You can change your W-4 at any time during the year. Student Employment or your
department cannot advise you on what option to choose for your W-4 form. More
information can be found at www.irs.gov.

Example 1
Line 5 indicates 1 allowance. This means a certain percent of tax will be taken out
of each pay period.

Example 2
Line seven indicates Exempt. This means no taxes will be taken out each pay
period.

