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Step 1: Change Federal Marital Status to a 2020 (and after) valid W-4 value. Valid values are highlighted 

below. You will no longer enter in a Status of ‘M’ or ‘S’ for new 
Federal W-4s. Enter the appropriate value (A, J, or H) in the 
Marital Status field on the Employee Tax Overrides screen.  

 

 

Access Employee Tax Overrides from Payroll > Employee Payroll Update. Find a name or address book 
number and click on the Payroll Related button.  

 

 

Note: Marital Status for State withholdings (Form W-4N) continue to use codes ‘M’ and ‘S’ in 
EnterpriseOne. The State Marital Status is on the same Employee Tax Overrides screen below the ‘Marital 
Status – Fed Tax’ field. 
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Step 2: For existing teammates completing a new W-4, delete out any existing Federal Exemptions. For 
new hires, this field should be blank. 
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Step 3: On the federal income tax line, the ‘W4 Revision Year’ field MUST be populated with ‘2020’. In 
future calendar years, you will still use ‘2020’, there are no other valid values. The W4 Revision Year field 
should never be updated for State form W-4N. 

 

 

Step 4: If on IRS form W-4, the teammate has checked the box in step 2(c), mark the ‘W4 Multiple job 
Flag’ in E1. Otherwise, leave the box unchecked. 
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Step 5: Input all values from IRS form W-4 steps 3 and 4. The fields on the Employee Tax Overrides 
screen are in the same order as the steps on the IRS form W-4. 

 

 

 

 

Step 5: Click on the OK button.  

 

 

Step 6: Enter in a valid Change Reason, click on the OK button. 
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How to Enter Form W-4 for Teammates Claiming Exempt Status 

Per the W-4 instructions: 

 

On the tax override screen the highlighted value below should be changed from an “A” to and “F”.  

 

Click on the Ok button to save. 

 


