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HOW TO UPDATE YOUR W-4 & K-4 ELECTRONICALLY

1. Log in to your TOPNET account.

WKU Topnet - Mozilla Firefox (@G
File Edit View History Bookmarks Toolks Help
o C (o (o s //acsapps. wku.ecufpls/test/twbkwbis.P_WKULogin?ret_code=5 i B

() Most Visited @ Getting Started (. Latest Headlines 5. START Employer Repo... (] START Employer Repo...

4] WKU Topnet

AIWKU TOPNET

General Information TopNet Login Need Help?
Admissions Please use your assigned WKU ID or NetlD to log in. Which ID to Use?
Application Status WKU 1D or NetiD:
Future Students Rasssond: [pesseeed] Fotgat Passwn 17 What is my WKU ID?
General Financial Aid
Loghn .
:] What is my Net ID?
Course Catalog
Schedule of Classes N
University NetlD Conversion FAQ
Registration Guide Beginning March 8, 2010, you will be able to login to TopNet with either your NetiD
Campus Directory or your WKUID. You can use your NetlD now to login once to the WKU Portal and Need More Help?

Student Telephone gain access to TopNet and other applications like Blackboard and Webmail. Click

here to looki our NetlD and access the WKU Portal
AdvisorTrac Login AeI8 10 QoK AP Your N anciances

WKU Homepage

Topnet Login

TEST ENVIRONMENT

©2010 Western Kentucky University, 1906 College Heights Bivd., Bowling Green, Ky. 42101. Al rights reserved.

2. The next webpage is “WKU Employee Bulletin Board.” Click Continue Login.
N - [=]]

\tips : //acsapps whu. edu /pls/test/nku_announce.P_Buildénnounce kg -

® cxa

) Most Visited @ Getting Started 51 Latest Headlines (5] START Employer Repo... 5. START Employer Repo.

14 TopNet Bulletin Board

WKU Employee Bulletin Board

Last updated: June 4, 2010

Use of TopNet:
It is your responsibility to keep the University informed of your current personal information. After login, please access Personal Information and view/update your address(es), phone(s), directory options and emergency
contacts.

TopNet is available seven days a week, 5:00 a.m. to 1:30 am. Availability may be limited periodically due to scheduled system maintenance.

When you are finished using TopNet, be sure to logout using the Exit button. This will protect your privacy from the next person to use that computer,

If you have questions regarding the use of Bmployee Services on TopMet, contact the Department of Human Resources at (270)-745-3038 between the hours of 8:00 a.m. and 4:30 p.m. Monday through Friday.
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3. This webpage is the Main Menu for TOPNET. Click on the Employee Services
option under the “Welcome to TopNet!” message.

Ele Edit View History Bookmarks Toak Help

6 c

[ Most Visited b Getting Started [ Latest Headlines 5. START Employer Repo... . START Employer Repo...

acsapps.wku.ed kowbis.P_C 7 =brnenu.P_MainWinUg msg=WEL COME+<b>Welcome o+ TophetH <%2Fb = <br > it B

14 Main Menu

Search Go ACCESSIBILITY SITE MAP HELP EXIT

Employee Services  Personal Information  Finance Self-Service
Main Menu

Vielcome to TopNet!
Lastweb access on Jun 17, 2010 at 01:3% pm

Employee Services

‘wiew Benefis and Deductions, Pay Irformation, Tax Farms, Vacation and Medical Leave Balances
Financial Services

Review friancial docurmerts

Personal Information

\iew or upda your ackess(se), phore nurber(s), and e-mil address(es). Visw pracedure for making a name change andior social securky number change. Change your PIN
Faculty/Staff Purchasing Big Red Dollars

For Faculy/Sisfio purchase Big Redl Dalars wih a Credt Card.

Faculty/Staff Purchasing Dining Dollars

For Facuty/Stsfto purchase Diring Dolars wh & Credt Gard

Faculty/Stafl Meal Plan Registration

For Facuty/tFto purchase a Meal Plan and pay by creditcard

Academic Transiions Program - Wath Placement Exams

Independent Learning/FAM Dates Table

T update the caes perterm cade for Independent Learning alawing Financial Aidto pay for sourses
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4. This webpage is Employee Services. Please be sure you are on the Employee
Services tab of the webpage. Click on Tax Forms.

mployee Service 0 3 efo

@ P C ‘ar (TR htps: /facsapps.whu edujpls/testtwhiwbis.P_Genhenuname=pmen.P_Mainbnu

(] Mast Visited @ Getting Started (5, Latest Headlines 5] START Employer Repo... 5. START Employer Repa...

4] Employee Services

Search Go RETURM TO MENU SITE MAP HELP EXIT

Employee Services  Personal Information  Finance Self-Service

Employee Services

Electronic Personnel Action Forms &
Create, Acknouledge, Approve or View EPAFs

Time Sheet

Time Eniry and Approvals - Studert Payroll

Leave Report

Reportwacaion and sick leave taken

Benefits and Deductions

Refremert, healh, flexble spenting, and miscellanenus decuctions.
Py Information

Direct deposit allocation, earrings and deductions history, or pay stubs
TaxForms

Unelate Wi anel K, View W2

Leave Balances

Departmental Applicant Data Entry

For use ONLY by Applicart Recruiters s desigrated in Banner
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5. This brings you to the Tax Forms page. You may choose to change your W-4
information for Federal income tax purposes and/or your K-4 information

for Kentucky income tax. You may also view your W-2 information from this
page.

[ TaxForms-MozillaFirefox =X

@ve @

8] Most Visited 4 Getting Started 5] Latest Headlines (5] START Emplayer Rapo... & START Employer Repa...
1] Tax Forms

WOR=R0 https: /facsapps. whu.edufpls festwblowbis. P_GenMenu?name=prenu.P_TaxMenu

Search ﬂl

RETURN TO MENU SITE MAP HELP EXIT

Employee Services  Personal Information  Finance Seff-Service

Tax Forms

-4 Tax Exemptions or Allowances
W-2 Wage and Tax Statement
K-4 Tew Exemplions (Kentucly Stale Tax)
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6. To view or update your W-4 information click on W-4 Tax Exemptions or
Allowances. This page provides the current filing status values for your W-4.
Included is the Filing Status (married, single, etc.), the total Number of
Allowances you have claimed and any Additional Withholding amounts.
Select History to access past and pending changes to your W-4. Select
Update to change your W-4 Tax Exemptions or Allowances. Select
Contributions or Deductions to view your withholding amount history.
Select Vendor Web Site to view the official IRS W-4 and instructions.

) W-4 Tax Exemptions or Allowances - Mozilla Firefox
File Edit Vew Hsmry Bookmarks Took Heb

@Ev C' {a} I@ hitps: ffacsanps. whu.edufls/testbwpkibe.P_Viewind v -'l- 7
8] Most Visited 4@ Getting Started 5 Latest Headlines (3] START Employer Repo... . START Ernployer Repo...

4] W-4 Tax Exemptions o Allowan... | +

Search ﬂl RETURN TOIMENU SITE MAP HELP EXIT

Employee Services  Personal Information  Finanes Seff-Serviee
-4 Tax Exemptions or Alowances

@ Ciick the Vendor Web Site'ink below o see 3 W4 worksheet

Federal Income Tax

Ias af Dte: g 03, 2010
‘Stalus: (Active

Start Date: Mov 01, 2008
End Date:
Filing Status: Maried
Number of Allowances: 3
Additional Withholding: ]

History \?Jp_ dal_e‘\ Contributions or Deductions | Vendor Web Site

[ ¥if=2 Year End Eamings Statement |
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7. To update your W-4 information click on Update. This screen displays the
first day of your next pay period, which is the earliest date that a change can
be applied to your payroll records. From this screen you can change your
filing status, number of allowances, and additional withholding elections.
After you are satisfied with the changes you have made select Submit
Changes. If you are not satisfied with your changes and you have not hit the
Submit Changes button, select Restore Original Values. If you have already
submitted your changes and want to restore your previous record select
Delete this change. To go back to the main Tax Form menu click on the W-4
Tax Exemptions or Allowances link at the bottom of the page.

4 Most Visited 4 Getting Started (1] Latest Headlines .| START Emploer Repo. . 31 START Employer Repo..,

4] Update W-4

Search M SITE MAP HELP EXT

Enployes Services  Personal nformation  Finanee Seti-Serviee
Update W-4

H Fyouwiish to claim WANVED status onthe 184, go to the Paytoll Ofice located in Wetherby, Room GI0 to complete & WH4.

Dthemise, complete te required fields and click on Submit Changes to update the W4,
* - idedesa regpired el

Federal Income Tax
Deduction Effestive as of: Jul 01, 2010
Btatus: Aclive v

Effective Date of Change oDy # 07010
Hate: Efecfie Date tustbe aer Jul 01, 20101he feest e afall chianges you have submited

FiingSesct (s v

Number of Allowances 9 ;% ’3_

Addifional Withholding 999,999.99 :

Delete this change: ]
Wi By e e any veleson s ey e bl s e

Submit Changes | Restore Original Values |

% Vi-4 Tax Exemptions and Allowanees

RELEASE: 8.0 paweredby‘ asa
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To view or update your K-4 information follow steps 1-6 above and click on K-4
Tax Exemptions (Kentucky State Tax). This page provides the current filing status
values for your K-4. Included is the total Number of Exemptions you have
claimed and any Additional Withholding amounts. Select History to access past
and pending changes to your K-4. Select Update to change your K-4 Tax
Exemptions. Select Contributions or Deductions to view your withholding
amount history. Select Vendor Web Site to view the official Kentucky K-4 and
instructions.

) K-4 Tax Exemptions - Mozilla Firefox
File Edit Yiew History Bookmarks Tools Help

@ - c fat I@htms:f/a[sapps‘wku‘edu/plsftesl/hwpkms‘P_V\EWK4 T -'l- ys

5] Most Visited P Getting Started [ Latest Headlines 1) START Emplayer Repa... 5| START Employer Repo...

=

Search Go RETURN TO TAX MENL SITE MAP HELP EXIT

Emplogee Services  Personal Information  Finance Self-Service
K-4 Tax Exemptions

Click the "endor Web Site' link below o see & K4 worksheet

Kenfuchy State Income Tax

[Bs of Date: [hug 04, 2010

‘Staws: [Aclive

[start Date: how 01, 2008

‘End Date:

No Exem: 2 l%
\Additional Withholding: 00

History | Update | Contributions or Deductions | Yendor Vieh Site
RELEASE: 80 —cn
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8. To update your K-4 information click on Update. This screen displays the
first day of your next pay period, which is the earliest date that a change can
be applied to your payroll records. From this screen you can change your
number of exemptions and additional withholding. After you are satisfied
with the changes you have made select Submit Changes. If you are not
satisfied with your changes and you have not hit the Submit Changes
button, select Restore Original Values. If you have already submitted your
changes and want to restore your previous record select Delete this change.
Then click on Update. To go back to the main Tax Form menu click on the K-
4 Tax Exemptions link at the bottom of the page.

© Update K-4 (Kentucky State Tax) - Mozilla Firefox CEX|
File Edit Yiew Higtory Bookmarks Tools Help

@ 8 C {a \)@ https://acsapps. whu.edu/pls/test/bwpkdcmn,P_UpdateDednk47dcde =503 " B J
(5] Most Visited b Getting Started (5] Latest Headlines 3| START Ernployer Repo... 5] START Employer Reno...

1’| Update K-4 {Kentucky State Tax) | +

———n
Search il % SITE MAP HELP EXIT

Employee Services  Personal Information  Finance Self-Service
Upclate K-4 (Kentucky State Tax)
& Complete the required fields and click on Subrmit Changes to update the K4

# - fcates @ reguired feld

Kenfucky Stafe Income Tax

Deduction Effective as of: Julor, 2010
Status: W
Effective Date of Change MDD vYY: % 071012010
Note: Efiective e must e afler Jul 01, 2019 e letastate of al chianges you have submitied

No Exem:# lz_

Additional Withhalding 993 990.99 : |—

Delete this change: [}
Mate: F you have alfered any values on tis page you wil not he abie to delete this record.

Submit Changes | Restore Original Values |

K4 Tax Exempions
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It is always good business practice to verify that your changes were made as
intended by following steps 1-6 to view the current record.
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