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Updating Your W-4 Tax Status 

Step by Step Instruction 

 

1.  Log into your District computer  

2. Log into PeopleSoft  

a. Enter your username and password 

3. Click on the “Payroll and Compensation” tile. 
 

 
 
 

4.  On the left sidebar, click on W-4 Tax Information 
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5. Modify your tax status as desired under the “W-4 Tax Data” field. 

 

 
 

6. Click the “Submit” button when done. 
 

 
 

7. If you desire to claim Exempt (no federal taxes to be withdrawn from your check), 
under the “Claim Exemption” field, click the box that reads, “Check this box if you 
meet both conditions to claim exempt status.”  Then click the “Submit” button. 

 

 


