Adaptive Employee Experience — Tax Updates

Dominion Payroll’

Introduction

Thepurposeofthisarticleis toreview howtoview or edit your tax withholding information by completing the
appropriate taxforms.

Navigation

Inorderto access your Tax informationfound under Pay and Tax > Tax Updates, logintoisolved using your email
address and password you created uponauthentication. Please ensure that passwords are a minimumof 12
characters (at least onelower case alpha [a-z], one upper case alpha[A-Z ], one numeric [0-9], and one special
character. Spaces are allowedto support the use of easier to remember passphrases. Going forward, your password
will notexpire. Passwordsmay alsonot duplicate any of your previous 10 passwords.

Yourfirst step willbetokey inyour Username:

Jsolved

Employ, enable, and
empower your workforce

Welcome! Please signin

9

Username

essuser]21@gmail com

e ClickNext

e YourUsername will appearand give youthe optionto rekey it by clicking on "My username is incorrect”
e [fusernameis correct, enter Password

e Ifyouforgotyourpassword, click‘l forgot my password” and create a new password

o [fPasswordiscorrect, click Next
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Welcome Page

Oncelogged in, youwill be created by the system. Your name and time willdisplay based onyour timezone.

Seethe examplebelow.

1solved

Good morning,

Regina
It's 8:58 AM

Tax Updates
Youwill have several optionsto navigate to Tax Updates

e Inthe centerofthe pageunderPay, click Tax Updates

o
@ Pay and Tax 0
Direct Deposit
_ o
Pay History
o

Year-end Tax Forms

Tax Updates o

e Onthe leftsidemeny, clickPayand Tax and Tax Updates

C]

Time and
Attendance Pay History

Direct Deposit

E‘jj Year-end Tax Forms

Tax Updates
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e [fyourecently viewed your Tax Updates, clickon TaxUpdates under Recently Visitedin theright corner

e Recently Visited

Pay History

Tax Updates

Time Card

Tax Updates

Your current Tax Withholdings for Federal, State and Local (if applicable) willappear whenyouaccessthisscreen.

Tax Withholdings

Tax Updates Wizard

Federal v
Make changes and updates to your Filing status Single or Married Filing Separately
tax withholdings
State (v

Enable 3rd party cookies in your browser settinga if

the wizard shows “your session is inactive”

If youwant to change your TaxWithholdings and complete a new tax form, clickon Start Wizard under Tax Updates
Wizard.Note: not all employersallowemployees toupdate their taxes through thissection. If the buttonisgrayed out
as shownabove, please contact your employer to find out how to change your status.

START WIZARD

Enable 3rd party cookies in your browser settings if

the wizard shows “your session is inactive”

Ifthe buttonis clickable, click Start Wizard to begin. (Please read message below Start Wizard to ensure you have the
correct settings)
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Youwill be presented with a Tax Withholding screenand anoptiontoStart or SignOut. If youwishto completeanew
tax form, click Start.

Tax Withholdings

Employee Withholding Resource Center

The assistant can guide you to the correct forms. You can also choose which forms
you would like to fill out if you're certain.

% sign out

Thesystemwill defautt to the Federal W-4 formfirst. You willhave two options:

e Help medetermine which withholding formsapply tome
e |wishtoNOT complete forms for thisjurisdictionat thistime

i ™
Federal

@ | wish to complete forms for this jurisdiction. Please help determine
which withholding forms apply to me

O 1'wish to NOT complete forms for this jurisdiction at this time

L A

4 Back IR 4

If youwishto change your Federal withholding, click the first option then the Continue button. Ifnot, youcanmove on
to your state withholding forms, if applicable.

Click the optionthat applies towhat youwant to do, then select Next Youmay also click Backif needed. This will take
youtothe

Federal — Survey

Select one

() Foreign Earned Income Exclusion - | expect to qualify for the foreign eamed income exclusion under either the bona
fide residence or physical presence test for calendar year or other tax year

(O Nenresident Alien - | am exempt from withhelding en compensation for independent (or eligible dependent) personal
services of a Nonresident Alien Individual, see instructions for Form 8233

(O Quiero continuar en Espafiol

@ | want to continue in English

<o (P8
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Onthe Federal - Summary page, click “Start” for the federal withholding formyouneed to complete..

Tax Withholdings

A Main Menu

Federal — Summary

@ Check my progress Based on answers you provided, we have determined the following

coeay Hame | T Status

Federal withholding form(s) may apply to you

EZ] FEDERAL W-4  Employee's Withholding Not
Certificate completed

€ Back

Completeeachsectionby responding to the questions onthe screen. ClickNext

Your progresswill be saved onthe left sideand you canreturnto any section by clicking Back or the side menuitem.

Complete the Filing Status.

—

w @ Form and Instructions h

@ Check my progress

Select a filing status

O Single or Married filing separately

{ Nonresident Alien

> @ Married filing jointly or Qualifying widow{er)

N

Exemption > () Head of household {Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself
and a qualifying individual.)
Filing Status |

The next page will give you the followingoptions:

e |wanttousetheworksheet to calculateroughly accurate withholding
e Thereareonly two jobstotal. Thisoptionisaccurate orjobswithsimilar pay, otherwise more taxesthan

necessary may be withheld
e Noneoftheabove

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works. The correct
amount of withhelding depends on income earned from all of these jobs.

Choose one

O I'want fo use the worksheet to calculate roughly accurate withholding
O There are only two jobs fotal. This option is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld

@ Mone of the above

Adaptive Employee Experience — Tax Updates
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Selectand click Next. Dependingonyour selection, different options may appear. | have selectedNone of the above
sincel havealready used the Forms and Instructions to determine my withholding.

Completeeachsectionby responding to the questions onthe screen. Click Next

Oncecomplete, youareableto viewor print your completed W-4.Youmust also attest tothe accuracy of the W-4 by
clickingon:

e Underpenalties of perjury, | declare that thiscertificate, to the best of my knowledge andbeliefis true, correct
and complete

e EnteryourPINintheboxprovided by entering thelast 4 digitsofyour SSN

e Oncecomplete, click Submit Form

Tax Withholdings EXIT WIZARD

Q Form and Instructions

Please review the document below
If you would like to make any changes, you may return to the previous page.

If you would like to submit this form, please agree to the terms below.

Under penalties of perjury, | declare that this certificate. to the best of my knowledge and belief, is true,
correct, and complete.

Please verify the accuracy of your tax forms and electronically sign the documents by entering a PIN. Your PIN is the
last four digits of your SSN.
5960

Employes’s Withholding Certificate

i ——
et ey e

Youwill receive a confirmation stating “Your form has beensubmitted. All sectionsare completed.” Click the Finish
buttonto complete thewizard or, if youhave additional jurisdiction to complete, follow the same procedures.

al
Note: Anytime youwant to navigate back to the Welcome page, clickonthe "Home” icor. " inthe upperleft-hand
corner ofyour screen.



