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(VPN). Log in to your MCPS Google account (@mcpsmd.net
account) to see the MCPS Remote Access Support Guide.
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https://docs.google.com/document/d/1mVm3kFkLPDUSOr0cYiuRq1JbiAsTQcqfoJzcQp29Pu4/edit
https://www2.montgomeryschoolsmd.org/departments/ersc/employees/employee-self-service/
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3. At the Tax Withholding screen, change your income tax
withholding allowances by clicking the arrow to the left
of the federal or state withholdings choice. This is done
one tax withholding type (federal or state) at a time.

4. For Federal tax withholdings, enter the following
information—

a. Indicate your filing status by clicking in the
appropriate circle.

b. Check the box, if applicable to your situation. If this
step does not apply to you, leave the box empty.

c. Claim Dependents—If applicable, follow the
onscreen instructions to calculate the amount you
may claim for dependents. Otherwise, leave blank.

Should you decide to delete this amount later,

you will need to type 0.0 in the space, then click
Continue.

d. Other Adjustments (optional)—Complete Step 4:
Parts A-C, if applicable to your situation. Otherwise,
leave these sections blank.
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For both the federal and state tax withholdings forms, your
name, your home address, and the last four digits of your
Social Security number will be placed automatically into the
form.

If you claim exemption from withholding and meet the two
stated conditions for eligibility, print your W-4 and send it to
ERSC.

. Once you have entered all of the items listed above that apply
to you, click Continue to proceed to the next screen.

Note: You can print this screen to retain a hard copy of your
tax withholding information.

If you have a lock placed on your taxes by the Internal
Revenue Service (IRS), you will not be able to make changes
to this screen or elsewhere in this form because the IRS is now
making these selections for you.

. You will notice a popup alert in the center of the of the W-4
screen that prompts you to update your W-4. Confirm and
verify the changes to your W-4 tax deductions. Click the
Update button to proceed.

Your changes are not saved until you click Update.

= [f you select "Update", you are suthorizing these changes.
= [f you "Cancel”, your changes will not be processed.
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Under penalties of parjury, | declare that | hawve examined this
certificate and to the best of my knowledge and belief. it is true,
comect. and complete.
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7. You are then returned to the original W-4 Tax Withholding
screen to enable you to proceed with entering your state tax
withholdng changes.

b The e il uomatealyprovide et of v
residency when you click on the arrow to the left of the listed

Maryland Tax
state. From the dropdown menu, choose your marital status, T e [ «—
number of exemptions, and any additional state tax amount —_— ap:
you wish to have withheld from your pay. Click Continue to i o —
proceed =T
* T chaesn “EXEMPT" o b Shablingd & 1 famone i EXENMDT" 3alus pedas Sompiie e Mandand Farm WS0T.Emg) Mdcyibnd WiRRaEg L ot
ot and sign . and Submd f 2 the Empiopee and Retres Sanice Contwr (ERSC).
If yOU 38 8 QUaIted CANNRN SD0UNE of 3 US Armed FOces Sn0e memter Sesse compiede the fatesr Mandand MWI0TM fam the Comatrder of Uandand Chok Search o fing the lafesr form
Jater compisting dhe form, pand and SGN & Shen Submd € 10 ERSC along wilh 8 cpy of 5607 31088 Of YOur CAaken 300USSN Mitary card.

@MCPSA




Employee & Retiree Service Center

QUICK START GUIDE

My W-4

9. Click on Update to verify that your state tax withholding
changes are correct.

@ Dialog

Under penalties of perjury, | declare that | have examined this

comect, and complete.

10. When you are finished, you will be returned to the Tax - 1fyou select “Upde”, you re authorzing thess chenges.
Withholding start screen.

11. Once you have completed your changes, a confirmation
email will be sent to your MCPS Outlook email address with
a summary of the changes.
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