
Update W-4 Status Online 
 

  The W4 is completed online in the PeopleSoft Employee Self Service.  If you do not complete 

this online, you will be defaulted to Single with Zero Exemptions Tax Status. 

 

Once you have access to your School District e-mail account then you can access PeopleSoft.   
 

      Register for email:     Go to https://selfservice.leeschools.net 
*Note: The initial password for substitute teachers is their 9-digit Emp ID # (D.I.D) 

If you do not know your password or it has expired beyond 90 days and have not yet registered for Self 

Service, please contact the Help Desk at (239) 337-8221, Mon-Fri, 7am-4:30pm for a password reset. 

 

 

PeopleSoft website:    https://peoplesoft.leeschools.net 
 

    Log into PeopleSoft 
    Click on Self-Service 
    Click on Payroll and Compensation  
    Click on W-4 Tax Information 
 
  

 
 

 

Then choose W-4 Tax Information (Note that your choices may differ) 

 



 

 

You will see the screen on the other side of this paper.  The arrows are where you can make changes as explained for the 

sample employee. 

 
                   

This is where you claim 

your marital status for 

tax reporting. 

Enter the number of exemptions you are 

claiming.  Instructions for exemptions 

are found on the W-4 form 

This section should only be filled out if 

you are claiming tax exemption 

Saves your Federal 

Tax Changes 

Additional Amount 

to be deducted 

from each check. 


