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My Profile, continued
Reviewing and Updating My Profile, continued

From Profile screen…

9. Review Payroll Information / Update W-4 
Deductions

• Click Payroll tab or scroll down to Payroll section 
of profile

• Click BSI TaxProfileFactory – Employee

Please see Reviewing and Updating W-4
Deductions job aid for step-by-step instructions.

Note: All employees need to complete their 
W-4s within their first week of employment.
If a W-4 is not completed, the “single/1
exemption” deduction will apply as a default. 
Employees can change it at a later time by 
following the steps outlined in the job aid.
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My Profile, continued
Reviewing and Updating W-4 Deductions

Note: All employees need to complete their 
W-4s within their first week of employment.
If a W-4 is not completed, the “single/1
exemption” deduction will apply as a default. 
Employees can change it at a later time by 
following the steps outlined here.

From Home screen…

1. Access W-4 Deduction Questionnaire

• Click My Profile Quick Action tile

• Click Payroll tab or scroll down to Payroll section 
of profile

• Click BSI TaxProfileFactory – Employee

- TaxProfileFactory screen displays

• Click Forms

- Questionnaire screen displays showing
Employee’sWithholding Allowance Certificate
forms available based on employee’s state
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My Profile, continued
Reviewing and Updating W-4 Deductions, continued

2. Access W-4 Deduction Form

• Select radio button of Employee’s Withholding
Allowance Certificate to complete

- Questionnaire Complete banner and Fill Forms
button display

• Click Fill Forms

- Forms To Be Completed screen displays

3. Complete Federal W-4 Deduction Form

• Click Federal Employee’s Withholding Certificate
link

- Federal W-4 Employee’sWithholding Certificate 
displays with employee’s name, social security 
number, address, etc. pre-populated

- ensure information is accurate

• Select Status from drop-down in “Step 1”
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My Profile, continued
Reviewing and Updating W-4 Deductions, continued

3. Complete Federal W-4 Deduction Form, continued

• Scroll through form and complete information, 
as necessary

- not all section will apply to every employee

- read provided directions carefully while 
completing form

- if worksheets are used, note any answers to
worksheet questions to enter in appropriate
fields, as necessary

• Check I agree box once form is complete

- Submit button activates

• Click Submit

- TaxProfileFactory screen returns showing a
completion status
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My Profile, continued
Reviewing and Updating W-4 Deductions, continued

4. Complete State W-4 Deduction Form

• Click state Employee’s Withholding Allowance 
Certificate link

- state’s W-4 Employee’sWithholding Allowance 
Certificate displays with employee’s name, social 
security number, address, etc. pre-populated

- ensure information is accurate

• Select Marital Status from drop-down under
“Withholding Section”
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My Profile, continued
Reviewing and Updating W-4 Deductions, continued

4. Complete State W-4 Deduction Form, continued

• Scroll through form and complete information,
as necessary, based on selection from Marital
Status drop-down

- read provided directions carefully while 
completing form

- based on answers provided, line 1.Total Number 
of Allowances you are claiming under

“Withholding Section” populates

• Check I agree box once complete

- Submit button activates

• Click Submit

- TaxProfileFactory screen returns showing no 
forms remaining that need to be completed

Note: Employees may 
update their W-4 forms 
as necessary by returning 
to the TaxProfileFactory 
screen, clicking 
View/Change Completed 
Forms, and then clicking 
Change next to the form 
to view or change.


