
Form W-4 Guide
Beginning January 1, 2020, due to the changes to income tax withholding requirements outlined in the Tax Cuts and
Jobs Act of 2017, all employers must use the redesigned Form W-4 for new employees. Employees who have submitted
Form W-4 in any year before 2020 must use the new form only if they wish to adjust their withholding for any reason;
otherwise, they are not required to submit a new form merely because of the redesign.

This guide walks users through the steps on the new Form W-4. For more information and instructions to to assist in
completing the form, refer to the IRS Website.
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Note: The tax changes did away with Allowances, so there is not a box for Federal Dependents on the new Form W-4.
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The new W-4 is laid out in five steps or sections.

Step 1 - Personal Information

The Personal Information section remains the same, with the exception of Step 1 (c), Marital Status.

Marital Status

The Marital Statuses have changed on the new Form W-4:

Marital Status 2020 Marital Status 2019

Single or Married Filing Separately Single

Married Filing Jointly (or Qualifying widow(er)) Married

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.)

Married but withhold at higher Single
rate

Note: If married filing separately, check
“Married, but withhold at higher Single
rate.”

Six new Marital Statuses have been added to Evolution to accommodate the redesigned form.

• Standard Single or Married filing separately (uses new calculation)
• Higher Single or Married filing separately (new calculation)
• Standard Married filing jointly (new calculation)
• Higher Married filing jointly (new calculation)
• Standard Head of household (new calculation)
• Higher Head of household (new calculation)

These statuses are now available to select in the Federal Marital Status field on the Employee - Employee - EE Entry
screen, Tax Details section.
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Note: If the Marital Status in the system shows as "Single" or "Married", the current [old] calculation applies, as the
system continues to be able to calculate for employees with the original Form W-4 (and Marital Statuses) on file.

Step 2 - Multiple Jobs or Spouse Works

Complete Steps 2 - 4 only if you have more than one job at the same time, or are married filing jointly, and you and your
spouse both work. For more information, refer to the instructions on the IRS Website.

Note: If Box (c) in Step 2 is checked, the marital statuses with “higher” in the name should be selected. If left
unchecked, select from the martial statuses with "standard" in the name.

Step 3 - Claim Dependents

Add information here if you are completing Steps 2-4, and if your income will be $200,000 or less ($400,000 or less if
married filing jointly). This step on the W-4 is titled "Claim Dependents" but if you read the instructions, this is where
other tax credits can be entered as well. For more information, refer to the instructions on pages 2 and 3 of the .PDF on
the IRS Website.

https://support.evolutionhcm.com/Evolution_Classic/Form_W-4/Form_W-4_Guide

Updated on 12 Dec 2019 4

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.w4forms2020printable.com/2020-federal-w4-printable-form/
https://support.evolutionhcm.com/Evolution_Classic/Form_W-4/Form_W-4_Guide


Enter the total amount in Box 3 in the W-4 Total Dependents Tax Credit field in the Tax Details section on the
Employee - Employee - EE Entry screen.

Note: Due to the fact that there is no longer a box for Federal Dependents on the new Form W-4, the Federal
Dependents field on this screen is only used for information from the "old" W-4s. For new entries based on the new tax
regulations, enter a zero because it is a required field. The system does not consider a value other than 0 in the new
calculations based on the new marital statuses.

Step 4 - (optional) Other Adjustments

Again, add information here only if you are completing Steps 2-4. For more information, refer to the instructions on
pages 2 and 3 of the .PDF on the IRS Website.
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Step 4(a) Other Income

Enter the amount in Box 4(a) in the Other Income field, in the Tax Details section on the Employee - Employee - EE
Entry screen.

Step 4(b) Deductions

Enter the amount in Box 4(b) in the Deductions field, in the Tax Details section on the Employee - Employee - EE Entry
screen.
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Step 4(c) Extra Withholding

Enter the amount in Box 4(c) in the Override Fed Tax Type and Override Fed Tax Value fields, on the Employee -
Employee - Federal tab screen.
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