Updating Your Tax Forms in Self Service (Forms W-4/W-2)


1. Enter myWM, selecting Banner Self Service and log in using your WM user id and password.

2. Select Employee>Tax Forms.
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3. To make changes to your Federal tax withholdings (Form W-4): 

a. Select W-4 Tax Exemptions/Allowances.
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b.    Your current W-4 information will be shown on this screen, to make changes select Update
(located at the bottom of the screen).
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c. Complete the required (*) fields, using the drop down boxes as provided. The “Deduction Effective” date will default to the first available change date, based upon your last pay date. Select “Certify Changes” at the bottom of the page to continue the update process.
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d. To certify that the information which you have provided is accurate and complete, enter your 
     myWM password and then click on the “Submit” button.
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e. You will then see the Tax Update Confirmation screen, confirming that your changes were
successfully completed.
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4. To elect to receive Form W-2 electronically: 

a. Select Electronic W2 Consent.
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       	      b. Read the statement and check the box next to Consent to receive W-2 electronically.
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c. Select the Submit button and you are done! You can now access your W-2 from any computer, tablet or mobile device whenever you need.


5. [bookmark: _GoBack]To view and print Form W-2 in Banner Self Service: 

a. Select W-2 Year End Earnings Statement
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b. Select the tax year from the drop down menu and then click on Display.    
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         c. View your W-2 on this screen, or to print your W-2 on plain paper, click on Printable W-2.
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d. You will be prompted to enter your password, then click on “Submit” to access the printable version of your W-2.
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The Payroll Office will publish announcements in The Digest, as well as communicate directly to the departments, as soon as electronic W-2’s are available. Watch for them upon our return from Winter Break!


If you have any questions, please contact the Payroll Office at 757-221-2848.
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W-4 Tax Exemptions/Allowances

G Your W-4 information determines the amount of Federal Tax that is withheld from your pay.

Federal Tax
As of Date:
Name:
Address:

Last Name differs from SSN card:
Deduction Status:

Start Date:

End Date:

g Status:

Number of Allowances:

Additional Withholding:

Note: Additional amount, if any, you want withheld from each paycheck.

Print

History | Update | Contributions or Deductions
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Update W-4 Information

i Enter your desired changes and click the Submit Changes button. Please realize that by clicking the Submit Changes button, you are under penalty of perjury if the information submitted s
not true and valid. If the Delete box is visible at the bottom of the page, you can delete your change by checking the box and clicking the Submit Changes button.

% - indicates a required field.

Federal Tax
Deduction Effective as of: Jul 25,2014

If your last name differs from that shown on your Social Security Card, check here. []
Note: You must contact Social Security Administrator for a replacement card.

Effective Date of Change MM/DD/YYYY:x 07/25/2014
Note: Effective Date must be after Jul 24,2014 the date you were last paid.

Deduction Status: Active v

1 claim exemption from withholding for the tax year specified, and I certify that I meet both of the following conditions for exemption.
* Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and

fund of all federal income tax withheld because I expect to have no tax liability.
ns, select "Exempt” in Deduction Status field.

* This year I expect a
If you meet both cond

Filing Status:+ [EITE v

Number of Allowances 99 :

Additional Withholding 999999.99 :

Note: Additional amount, if any, you want withheld from each paycheck.

Certify Changes

Restore Original Values

W-4 Embplovee's Withholdina Allowance Certificate
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W-4 Certification

¥ Enter your PIN and select Submit if you agree with the statement below. Otherwise, select a link and your W-4 changes will not be submitted.

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

PassWord [eessssssecessssssccccsssssssce

Submit

W-4 Employee’s Withholding Allowance Certificate
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Tax Update Confirmation

The updates you requested were successfully processed.

Tax updates are processed immediately but are subject to review by the Benefits Administrator or Payroll Office.

IMPORTANT NOTE: Please contact the Benefits Administrator or Payroll Office if you have any questions about the Tax Implications of your changes.

W-4 Employee's Withholding Allowance Certificate
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RETURNTO TAX MENU  SITEMAP HELP EXIT

Electronic W-2 Consent

7 Select the check box to consent to receive your W-2 electronically, or uncheck to revoke consent.

By consenting to receive your W-2 electronically, you agree to return to this site between January 31 and October 15 of the appropriate year to print your W-2 form on-line. You may be required to print and
attach your W-2 form to a Federal, State, or local income tax return.

Your consent will be valid for all subsequent tax years unless revoked by you, upon termination, or this service is not supported in a future given tax year. You may revoke your consent and receive a paper
Form W-2 by accessing this site and unchecking the box to revoke consent, or providing written notification to the Human Resources or Payroll office.

A paper copy of your W-2 may be obtained by contacting the Human Resources or Payroll office. Updating of employee contact information is the responsibility of the employee by providing correct up-to-date
information to the Human Resources or Payroll office.

#% please click Submit only once. This process will NOT display an acknowledgement page.***

Selection Criteria
My Choice
54

ns provided to me for accessing and printing my electro

Consent to receive W-2 electronicall

W-2 form.

1 understand the instruc

Submit
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RETURN TO MENU  SITEMAP HELP EXIT

Select W-2

g} Please choose the Tax Year and Employer/Institution for the W-2 you wish to

Tax Year: Select V|
Employer or Institution: [The College of William & Mary V|

play
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RETURNTO MENU SITEMAP HELP EXIT

W-2 Year End Earnings Statement

G The W-2 Year End Statement which appears below is a representation of the actual form and should not be submitted to any government in place of the actual W-2 form.

Status:  Original
As of Date: Jan 06,2015

Form W-2 Wage and Tax Statement 2014
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Printable W-2
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SITEMAP HELP EXIT

Print W-2 Verification

¥ Enter your PIN and select Submit to obtain a printable form W-2.

Password

Submi
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Personal Information fEITITE} Finance Banner Password Reset

RETURN TO MENU SITE MAP HELP EXIT

Time Sheet

Benefits and Deductions

Update or view your retirement plans, Health insurance information, Flex spending accounts, miscellaneous deductions; Change your beneficiary information; Access open enrollment.
Pay Information

View your Direct Deposit breakdown; View your Earnings and Deductions History; View your Pay Stubs.

Tax Forms

Change W-4 information; View your W-2 Form or T4 Form.

Time Off Current Balances and History

View Employee Leave Balances
View the current leave balances of your direct reports
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RETURN TO MENU  SITE MAP HELP EXIT

W-4 Tax Exemptions/Allowances
Electronic W2 Consent
W-2 Year End Earnings Statement





