
NAVIGATING 
FORM W-4 2020

Employee Withholding Certificate



Purpose of the W4 redesign:

The redesign is supposed to make the 
form simpler to complete and easier for 
workers to accurately tell employers how 
much federal income tax to withhold from 
their paychecks.



Using the new W4 2020

Starting in 2020, workers completing a W-4 will need to use the updated 
form - whether it’s for a new job, to account for a life change (such as 
marriage or having a baby), or simply to adjust their withholding amount.

If your employee already has a W-4 
on file and doesn’t wish to make any 
changes, the employee is NOT
required to complete a new W-4. 

iSolved supports both the old 
and the new form W-4



Tax advice

◦ DON’T DO IT! 

◦ While it may be tempting to help 
during a transitional period like this, 
remember employers are not 
allowed to provide “tax advice” to 
employees.

◦ Direct your employees to the IRS’ 
ready resources…



IRS RESOURCES
1. Tax Withholding Estimator
Developed by the IRS, this online tool helps taxpayers identify their 
withholding to help them have the right amount of tax withheld 
from their paychecks. Helps with steps 2,3, and 4 of the new form
www.irs.gov/W4APP

2. FAQs on the 2020 Form W-4 
From the purpose behind the redesign to varying tax situations, the 
IRS addresses taxpayer questions.
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4

Because the new form requires detailed knowledge of the prior 
year’s tax return, it may be helpful to permit new employees 
additional time and a private room to complete the form or permit 
new employees to take the Form W-4 home for completion.

https://www.irs.gov/individuals/tax-withholding-estimator
http://www.irs.gov/W4APP
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4


New Form W-4 2020 
There are five sections on the 2020 Form W-4  
Only step 1 and 5 are required to be filled out

ü Step 1 – Basic personal information and filing 
Status - required

ü Step 2 – only necessary if the employee has 
more than one job or is married filing jointly with 
a working spouse

ü Step 3 – Complete if the employee is claiming 
Tax Credits for dependents

ü Step 4 – For employees with other adjustments 
(additional income such as interest, dividends 
and/or any additional tax the employee wants 
withheld)

ü Step 5 – Signature - required

iSolved accommodates the W-4 changes in both the wizard and on the Tax 
Information page under Employee Pay



Transposing the paper W4 2020 into iSolved



(Step 1)Filing Status Form W-4 2020 

The tax information screen in iSolved has 
changed to accommodate the new filing 
statuses listed on the Form W-4 2020

*When making tax updates, do not chose 
“single” or “married” as a filing status

*The 2019 Filing Statuses of “single” and 
“married” will continue to appear in the 
drop-down to accommodate those not 
electing to make a change to their tax 
information



Changing the Filing Status
◦ Once a filing status has been 

changed to one of the new 2020 
withholding statuses:
◦ Single or Married filing separately
◦ Married Filing Jointly
◦ Head of Household

Additional boxes will appear to 
accommodate the employee’s 
information completed on steps 2,3 
and 4 from the new 2020 W-4 
withholding certificate



Standard Deductions

Form W-4 2020
If the employee only wants the standard 

deduction associated with their filing status, they 
would skip steps 2-4 and sign on step 5

iSolved
To accommodate employees who only 
complete step 1 and 5 on the Form W-4 
2020 leave these boxes blank and click 
save.



(Step 2) Households with 
Multiple Jobs (of similar pay)

Form W-4 2020
If the employee has two 
jobs of similar pay or the 
employee and spouse 
have two jobs of similar 
pay, this box should be 
checked (both spouses 
should check this box)

iSolved
To accommodate Step 2 (c)on 
the Form W-4 2020, check the 
multiple job or Spouse works box



(Step 2) Households with Multiple 
Jobs (with different pay amounts)

Multiple job worksheet will give you a roughly 
accurate withholding

To get the most accurate 
withholding amount use 
the estimator at 
www.irs.gov/W4App

Only one wage earner needs to enter the 
additional tax  amount calculated from 
the worksheet or estimator in box 4(c)
(additional $ in iSolved)

http://www.irs.gov/W4App


(Step 3)Claiming Tax Credits for 
Dependents

Form W-4 2020
Total amount for dependents 
is displayed here

iSolved
To accommodate the 
total amount for 
dependents from the 
form W-4 2020, enter the 
amount from Step 3 here 

Dependents are 
only claimed by 
one wage earner



(Step 4) Other Adjustments

Form W-4 2020
Additional deductions or tax 
withheld is accounted for in 
Step 4 of Form W-4 2020

iSolved
To accommodate any additional adjustments 
listed on Step 4 of Form W-4 2020, iSolved use 
these boxes

Take careful note of box 4(c). This is the only box 
and amount that is a per paycheck amount. All 
others are per year amounts 

After filling in these boxes, the Form W-4 has been 
transposed into iSolved. Click Save

4(a)
4(b)
4(c)



QUESTIONS?
SEND TO TRAINING@DOMINIONPAYROLL.COM

Next Up – Tax Updates Wizard



Tax Updates Wizard

◦ The Tax Updates Wizard in iSolved will 
guide employees through the creation 
of the new Form W-4

◦ *The IRS recommends employees re-
evaluate their tax withholdings every 
year

◦ To begin the tax update/change 
process the employee should 
navigate to Employee Self Service > 
Tax Updates Wizard 



To use iSolved to determine 
withholding, choose the following



Chose one and click next



Click Start



Choose one and click next

Note: There is an access 
tab available throughout 
the entire process for the 
IRS form W-4 and 
instructions if needed



Select One and Click Next



Determine your filing status

This also applies to a 
qualifying widow(er)

Note: New Head of 
Household Status – for 
employees that are 
unmarried and pay more 
than half the cost of 
keeping up a home for 
themselves and a qualifying 
individual



As incomes rises, tax rates increase. If an employee holds more 
than one job at a time or is married filing jointly and their spouse 
works, these choices will help determine the correct amount of 
withholding

This choice is for 
employees with 
only one job

This choice helps you 
navigate the Multiple Job 
Worksheet and calculations 
to arrive at a roughly 
accurate withholding. (same 
calculations as the paper W4 
Form 2020) 

This choice is for situations 
where there are only two jobs 
total and the jobs are of similar 
pay. If both the employee and 
their spouse work, that would 
be considered two jobs total.



Accounting for dependents
If you select yes, you 
will be redirected to 
this page



Additional 
Adjustments
If an employee wants 
additional tax withheld 
from other income (other 
than jobs) like interest or 
dividends or deductions 
other than the standard 
deductions, they should 
select yes and they will be 
redirected



Additional Deductions

Additional deductions such as 
home mortgage interest, 
charitable contributions, state 
and local taxes, student loan 
interest, IRA contributions and/or 
other adjustments are recorded 
here. Click to be redirected to 
the deduction worksheet.

To have tax withheld 
to cover additional 
income that doesn’t 
have withholding, 
enter the amount of 
that income here

Self determined additional 
amount to be withheld



Deductions Worksheet
Additional deductions 
must exceed the 
standard deduction 
based on the filing 
status to be able to 
actually claim any 
additional deductions 

This box is for student 
loan interest, IRA 
contributions, and 
certain other 
adjustments



Electronic Signature Page 

This is the electronic signature 
page. Complete and submit  
form. The updated form can 
be accessed under 
documents - payroll

Below the green submit form 
button is the new IRS Form W-4 
filled in for review



QUESTIONS
Send to Training@dominionpayroll.com

mailto:Training@dominionpayroll.com

