Submit Your Updated Form through Employee Self-Service

To update your federal or state tax form, log into Employee Self-Service at www.accessmyhrinfo.com and click on the
Payroll tile. For the best user experience, we suggest using one of the following browsers: Google Chrome, Firefox or
Internet Explorer (IE).

Please Note: On January 2", the IRS rolled out a new Form W-4 (federal tax withholding). If you need help

completing the form, please consult with your tax advisor or review the free tools and tips offered by the IRS at
IRS Tax Withholding Estimator

Click on the Tax Withholding tab on the left-hand side of the screen:
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In this example, we’ll update the Federal tax form. Click anywhere inside the Federal box highlighted in yellow:

Tax Withholding

Company

Status Active

Form Type  Jurisdiction Withholding Details
Federal Federal Tax Status Single Withholding Allowances 0

Additional Amount 0.00 Additional Allowances

Additional Percentage Other

Read the instructions and click anywhere inside the yellow box to continue:

Federal Tax Withholding Forms

Company Asphalt Materials, Inc

Note: This form can currently only be submitted electronically on the company network. You will be prompted for your username and
password to update your tax forms. Use the same username and password as you use to login to Employee Self Service AND using
the proper capitalization (ex. JDOE, jdoe, or JDoe) as YOUR account is set up

You must complete Form W-4 so the Payroll Deparfment can calculate the correct amount of tax to withhald from your pay. Federal
income tax is withheld from your wages based on marital status and the number of allowances claimed on this form. You may also
specify that an additional dollar amount be withheld. You can file a new Ferm W-4 anytime your tax situation changes and you choose
to have more, or less, tax withheld

Whether you are entitled to claim a certain number of allowances or exemptfions from withholding is subject to review by the IRS. Your
employer may be required to send a copy of this form to the IRS

Click below to make changes to your withholding allowances online using the downloaded updateable PDF form and then click the
SUBMIT button on the form and your username and password to submit the withholding changes. If you are on a shared computer, do
not save the tax form PDF on the computer after you submit your changes

After you have submitted the tax form you can close these instructions. To see the withholding changes you submitted navigate to
another page and then return to the tax withholding page.

Updateable Forms

Form Description

Federal Withholding Allowance Certificate



http://www.accessmyhrinfo.com/
https://www.irs.gov/individuals/tax-withholding-estimator

Carefully review the warning message. You should only continue if you are using your work computer on the
company network. Click OK to continue or Cancel to exit the process:

WARNING
The system will download to your computer a copy of the tax form which contains personal information
“You should only continue if you are using a trusted computer such as company or personal computer.
'You should not continue if you are using a public computer (such as those in a library or internet café); doing this could leave your personal information vulnerable. After submitting the form electronically, you will be prompted if you would like to save a copy of the form
‘You may choose to: 1) Save the form if you are on your own computer or 2) Print a copy if you have a printer available. Otherwise, you should choose not to save the form after you submit it.

The Form W-4 will open as a PDF file. Complete the form and click the Submit button (‘Submit)) at the bottom,
right-hand corner of the page. (If you don’t see the green button, see instructions below.)

You will be prompted to enter your User ID and password again. If you receive this message, your changes
have been successfully submitted:

The changes you have made to your Employee Withholding
Allowance Certificate have been successfully submitted on
2020-01-15.

After submitting, you can return to the tax withholding page again to confirm your changes were successfully
saved.

IF YOU DON’T SEE THE GREEN SUBMIT BUTTON ON PAGE 1 OF THE FORM, PLEASE NOTE:
If the tax form doesn’t open on the screen, but downloads to the lower left-hand corner of your screen,

complete the following three (3) steps:
e C(Click on the arrow next to the file name
e Select “Always open with system viewer”
e Go back and click anywhere inside the yellow box to continue. The form should now open as a PDF file.

Federal Tax Withholding Forms

Company Asphalt Materials, Inc.

Note: This form can currently only be submitted electronically on the company network. You will
password to update your tax forms. Use the same username and password as you use to login
the proper capitalization (ex. JDOE, jdoe, or JDoe) as YOUR account is set up.

‘You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax|
income tax is withheld from your wages based on marital status and the number of allowances c}
specify that an additional dollar amount be withheld. You can file a new Form W-4 anytime your
to have more, or less, tax withheld.

Whether you are entitled to claim a certain number of allowances or exemptions from withholding
employer may be required to send a copy of this form to the IRS.

Click below to make changes to your withholding allowances online using the downloaded updat
SUBMIT button on the form and your username and password to submit the withholding changef
not save the tax form PDF on the computer after you submit your changes.

After you have submitted the tax form you can close these instructions. To see the withholding cl
another page and then return to the tax withholding page
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