
How to complete your W-4 

**All updates should be done on the FSW Employee Self Service Portal** https://my.fsw.edu/ 

Step 1 

Complete sections a, b and c 

 

Step 2 

Complete this step if you have more than one job or are married filing jointly and spouse also works. 

Do one of the following: 

a.) Use the estimator at www.irs.gov/W4App 

b.) Use multiple jobs worksheet, page 3 of W-4 

c.) If you have two jobs with similar pay, you can check the box and do so for your other job. 

 

 

 

https://my.fsw.edu/
http://www.irs.gov/W4App


Note: Complete steps 3-4(b) for only one of the jobs. Leave those steps blank for the other jobs. (Your 

withholding will be most accurate if you complete these steps for the highest paying job.) 

Step 3 

Claim Dependents 

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 $2,000 

Multiply the number of other dependents by $500 

Add these amounts together 

 

Step 4 

Other Adjustments 

a.) Other income (not from jobs) 

b.) Deductions- Use deductions worksheet on page 3 of W-4, if you plan to itemize your deductions 

rather than use the standard deduction. 

c.) Extra Withholding- additional monies you want withheld for taxes from each pay period 

 


