
Gather the most recent pay statements for yourself, and if you are married, for your spouse too.  

Gather information for other sources of income you may have.  

Have your most recent income tax return handy.  

Use whole dollar amounts in the estimator.

Starting January 2020 the withholding calculator for section (a) will be available for the use of the 2020 W-4. When using the

calculator be sure to:

Please Note:

Step 1: Personal Information
Step 1 is where you will put all of your personal information. Section C is your

marital status (If you are not married or are married filling separtely on your

taxes you would check the 1st box).

Step 2: Multiple Jobs or Spouse Works

TIPS FOR
COMPLETING A

W-4
Complete Form W-4 so that your employer can withhold the correct federal income tax from

your pay. If too little is withheld, you will generally owe tax when you file your tax return and may
owe a penalty. If too much is withheld, you will generally be due a refund. Complete a new Form
W-4 when changes to your personal or financial situation would change the entries on the form

Source: Form W-4 2020 Department of the Treasury Internal Revenue Service 
12/20/2019

Step 2 should only be completed if you are working somewhere other than

John Carroll at the same time. Or, if you are married, filing jointly, and your

spouse also works. 

Step 3-4(b): Dependents and Adjustments

qualifying home mortgage interest, 

charitable contributions, 

Step 3 should be completed if you have any Dependents (Children/Family). 

Step 4 (a) and (b) is based on additional deductions and income not from jobs. Additional

deductions can be:

You can see page for 3 for the Deductions Worksheet

state and local taxes (up to $10,000), 
medical expenses in excess of 10% of your income

Step 5: Signing 

This sections is to be
signed by JCU staff
only. Please only
sign above. >

Please Note: We cannot legally advise on Sections 2-4.  Please refer to your parent/guardian or tax adviser for
appropriate responses to these sections. The W-4 also provides additional reference pages to assist you in completing

the form. 


