
Viewing/Editing W-4 tax Information 
 

1. Click “My Pay” on the CAPPS Portal: 

 
 

2. Click “W-4 Tax Information”: 

 



3. Complete “Step 1: Personal Information”.  Verify your name, address and 

select a filing status by clicking the appropriate bullet. 

 

 

 

 

4. Complete “Step 2: Multiple Jobs or Spouse Works” by clicking the box only 

if it applies to you:  

 

 

 

 

 



5. Complete “Step 3: Claim Dependents” only if it applies to you: 

 

 

6.  Complete “Step 4: Other Adjustments” only if it applies to you: 

Note:  If you wish to claim “Exempt”, enter the tax year and check the box 

under the “Exemption Conditions” section. 

 

 



7. Click the “Submit” button. 

 

8. Read the warning message then click “OK”: 

 

 

 


