VA-4 SELF SERVICE DIRECTIONS

1) Log in to myWM – Select “Employee” > “Tax Forms”:
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2) Select “Electronic VA-4 Submission”
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3) Read the instructions on the next screen, and if you are ready to continue, select “Form VA-4” 
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4) The DocuSign program will open your Form VA-4. Select “Continue” to access the document for editing. 
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5) Review the instructions before completing Form VA-4, paying particular attention to the highlighted fields. Scroll down to the second page to complete the form.  All boxes outlined in red must be completed, if the line does not apply to you, enter a zero in the box. 
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6) Your Social Security Number must be entered (with dashes) in the red box at the bottom of the form to confirm your identity. Your Banner ID will appear in the upper right hand corner of the document and your name and address will auto-populate at the bottom. 
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7) If you wish to have additional withholding, please enter the dollar amount on line 2 on the lower half of the form and then click on “Sign” to electronically approve the document.
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8) You will be directed to the certification page, where you must select ONE of the statements to confirm the information submitted.
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9) Once you have confirmed your information, please select “Finish” in the upper right corner of the document.
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10) You will be directed to the confirmation page, where you may elect to view and print your VA-4 for your records. You may then close out of the program. 
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[bookmark: _GoBack]If you have any questions, or require assistance with this form, please contact the Payroll Office at 221-2848.
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Enter the amount of additional withholding requested (see instructions).....

1 certify that | am not subject to Virginia withholding. | meet the conditions
set forth in the instructions ..... ...(check here) D

1 certify that | am not subject to Virginia withholding. | meet the conditions set forth
Under the Service member Civil Relief Act, as amended by the Military Spouses

(check here) |:|

lency Relief Act ... .
i 12/2/2016 | 12:43:11 EST
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| certify that | meet the conditions set forth in the instructions and that | (select one):

- Zlam NOT subject to Virginia withholding, and that no taxes be withheld, or,

O] }am subject to taxation in the Commonwealth of Virginia and the appropriate
taxes be withheld based upon the information provided herein.
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OTHER ACTIONS ~
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Thank you.

Your document has been signed. If you would like a copy for your records, select Show Document and print or save.

SHOW DOCUMENT Close




image1.png
WILLIAM

&MARY

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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W-4 Tax Exemptions/Allowances
Electronic W2 Consent

W-2 Year End Earnings Statement
Electronic VA-4 Submission




image3.png
Personal Information fEITIITE) Finance Banner Password Reset

RETURN TO MENU  SITE MAP  HELP EXIT

Virginia Tax Exemptions/Allowances

The VA-4 form must be completed per the instructions on the form to calculate the employee’s state tax withholdings.

If you reside or work outside of Virginia or you are a non-resident alien, please contact the Payroll Office (221-2848 payofc@wm.edu) for assistance:
Form VA-4
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Please Review & Act on These Documents

Self Service
The College of Wiliam & Mary-Prod

Please review & sign your document. To begin the process of reviewing and signing your documents, please click the button
below. Signing will not be complete until you have reviewed the agreement and you have confirmed your signature.

Please review the documents below. OTHER ACTIONS ~
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FORM VA_4 COMMONWEALTH OF VIRGINIA

DEPARTMENT OF TAXATION

PERSONAL EXEMPTION WORKSHEET

(See back for mslmmlons)

If you wish to claim yourself, write *1". §
2. If you are married and your spouse is not claimed

on his or her own certificate, write 1" [
3. Write the number of dependents you will be allowed to claim
on your income tax return (do not include your spouse)....

4. Subtotal Personal Exemptions (add lines 1 through 3)....
5. Exemptions for age
(a)  Ifyou will be 65 or older on January 1, write “1".

930

(5) I you claimed an exemption on line 2 and your spouse
will be 65 o older on January 1, write *1"..........
6. Exemptions for blindness

(a)  If you are legally biind, write *1" ...

(b)  If you claimed an exemption on line 2 and your
spouse is legally blind, write *1*

7. Subtotal exemptions for age and blindness (add lines 5 through 6





