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Viewing and Editing your W-4 Tax Withholding Information in Employee Self Service

1. Sign on to the BRITE website

3 SAP HotWoaver Portal - Microsofi Internat Daplarar
Fle [de Vew Favokes Took  Helo

Qua- O |x @ b Oswe s @ (-4 - B

Addess .'_]mp,rp,.vq‘n.mu K12 e SO0 fertd

Welcome

Enterprise Resource Plan mn.;

Jmnm C - ST
= — B I'FE

BRowasns Insovamve Toot ror Epucanos
L FORGOT PASSWORD?

CAN'T LOGIN?
% LOCKED OUT?

Ratal Pazeward
Reset Becurtly Question

MORE THAN 5 ATTEMPTS WILL LOGK YOU OUT

G CLICK “Heset Password™ LINK
UNIER LOKG 0N BUTTON

L) FOLLOW STEPS TO RESET AND EXIT
i RE-ENTER BRITE PORTAL & LOGIN

One Busingss System for Broward Schacls

2. Select the Employee Self Service tab (ESS)
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4. To view your current W-4 withholdings, click on W-4 Tax Withholding
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5. View displayed current number of exemptions.
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6. To change W-4 exemptions click on the Edit link
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7. Change the Filing Status or the No. of Exemptions, check the Declaration box and

then click Review to Save; you can also choose to have additional taxes withheld by typing in a dollar
amount in the Additional Withholding field.

wa

— il =

Cverview Edit Feview and Save

Change
Number of
Exemptions

Federal
Tax Authority:
Filing Status

MNo. of Exemptions:

Additional Withhalding: [ 0.00]usD

Tax Exempt Indicator: | |'|

Check the
Declaration Declaration
frniutsiimid o Box
il¥l Declaration

Under penalties of perjury, | certify that | am_entitled to th

claim exempt status. Then click
Review to
Save

[« Previous Step| [ Review ta Save #|

8. Once finished, click the Save button to complete.
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NOTE: Changing your W-4 Withholding Exemptions will affect your net payroll check as well as

your 1040 tax return filed on April 15th
If you increase the number of your exemptions or change your Filing Status from Single o Married
or Head of Household, the amount of Federal Income Tax withheld will decrease and your take
home pay will increase
If you decrease the number of your exemptions or change your Filing Status from Married or Head
of Household to Single the amount of Federal Income Tax withheld will increase and your take
home pay will decrease

In other words...PROCEED WITH CAUTION!

The more Federal Income Taxes you have withheld from your paychecks, the more money you will
have for your income taxes, therefore you may get a larger refund or reduce the amount of money
you'll have to send to the IRS when you file your tax return on April 15th.

The less Federal Income Taxes you have withheld from your paychecks, the less money you will have
for your income taxes, which could reduce your potential refund, or worst case scenario, increase
the amount of money you'll have to send to the IRS when you file your tax return on April 15th.
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