
myGate IRS Tax Form W-4 Instructions
Use to update federal tax withholdings through myGate.

The W4 Tax Exemptions or Allowances option in myGate can be used in place of the paper IRS W-4 Tax 
Form. Changes made to your withholding in myGate are effective on the next payroll run.

1. Log into myGate.
2. Click on the Employee category.
3. Click on the Open Employee Dashboard card.
4. Select Taxes.
5. Select W-4 Employee’s Withholding Allowance Certificate.
6. Click Update. From there, update the following information:
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.
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a. Change Effective Date of Change, if a future date is needed. The Effective Date defaults 
to the day after your last paid date.

b. Verify / Update the Deduction Status.
c. Select the correct Filing Status from the drop down menu.
d. Enter any additional withholding that you want withheld from each paycheck. 
e. Click Certify Changes to save. 

Please call the Payroll Office @ 4174 if you have any questions.
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