Accessing your Personal Information (Address, Phone Number, Direct Deposit, Tax)

To Access your Personal information:

1) Navigate to your “Profile “ page by selecting the 3 gray bars next to the Y Logo at the top left of
the web page. From the Menu, select “Profile”
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2) From the “Profile” page you can edit all your contact information by selecting the edit pencils.

Contact Information

Addresses Contact Information Emergency Contacts
Primary Residence & Phone Numbers Primary Emergency Gontact
1301 East 9th St Home Name
Cleveland, OH +1 (216)-555-5555 Bruce Wayne
44114 Email Addresses Mobile Phone
United States of America Personal Email 4 +1 (555)-867-5309
noemail@cleveymca.org
S )
econdary Online Profiles
5803 Madison ST No online profile available
Apt 2
West New York, NJ
07098

United States of America



Reviewing your Tax Setting and Direct Deposit Detail

From the “Profile” page, select the “Forms” menu . On the “Forms” page there are 3 categories of forms,

Benefits, Personal, and Tax Forms.
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Contact Information

Addresses

1) To Make updates to your
Address you can open the
“Address” form from the
“Personal” category to make
needed changes.

2) To make updates to your
Direct Deposit Details you
can open the “Direct
Deposit” form from the
“Personal” category to make
any needed changes.

3) To review and update your
Federal or State Tax settings,
you can open the
“Federal/W-4" or
“Province/State Tax Form”
and make updates and select
submit.

» Personal (7)

[£] Address

|j Confidential Information (USA)
[£] Contact Details

[£] Direct Deposit

[£] Emergency Contacts

[£] Name and Marital Status

[£] Request Leave of Absence

Contact Information

A Taxforms (2)

[£] Federal W4 - 2023
[£] Province/State Tax Form

YMCA, Melody 099999
Status: Active Employee Number: 099999

Address Information

=+ Add ¥ Delete

Indi... Type* Country Code* | Address Line 1* Address Ling 2 Address Line 3 Address
Primary Residen... United States... 1301 East 9th 5t .
, Secondary United States ... 12234 Sesame.. Aptl
Direct Deposit b 4

£\ This form has been submitted and is pending approval.
YMCA, Melody 099999
Status: Active Employee Number: 099999
This is your current direct deposit information. Adding or modifying accounts will change where your pay will be depositad.

Pay will be added to your accounts based on the priority you set. Any pay remaining will be deposited into your remainder account. An amount is required for all
accounts except your remainder account.

4 200 ¥ Remove M Move Up WP Move Down
Prigrity a Routing Number* Financial Institution Account Number® Deposit Type* Allocation
L 1234567 12111445577 Percentage 80%
> 2 1234567 5544117722 Monetary Amount $50.00 USD
>3 1234567 5555555 Remainder / Full Amount
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Employee's Withholding Certificate
W4 50 that your employer
Givwn Form W4 1o your senployer.

It Mo v s subject 1o review by the IRS.
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Cleweland, D 44114
(0[] Sngte o Married Hing separately
| Warre iy jowtly o Cuaityry sursreng spouse
|
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Complate Stops 24 ONLY if they apply to you: otherwise, skip to Step 5. 500 page 2 for more infarmation on each step, wha can
claim examption from withholding, cther detais, and privacy.

Step 2: Complete this step i you (1) hold mare than one job al a time, or (2) are marred filrg joirtly and your spouse
Multiple Jobs also works, The comect amount of withhelding depands on incoms eamed from all of these joos.
or Spouse Do ealy one af the following
Warks {8) Fosservied bor fuluire uss.
) Lise: the Multiple Jobs Worksheet on page 3 and enter the result in Step &) below; or

e} 11 theve are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This.
option is generally mare accurate than (b) unyamg lawer me |nh|= mare than half of henu\raune
highar paying jcb.

TIP: If you have self-employment income, see page 2.

Otherwisa, (b s mare accurats

‘Complete Steps 3-4{b) on Form W-4 for anly ONE of these jobs. Laave those steps blank for the other jobs. (Yaur withholding will
be maost accurate il you complate Stepe 3—4bj on the Form W-4 for tha highest paying job.)

Step 3: i your fotal income will be $200.000 or less ($400.000 or less { mamied filng jointly);

Claim Multipty the rurriber of qualitying children under age 17 by $2.000 § |

Dependent DR

ol Oth Multiply 1hes numbser of other dapendants by $500 s

Credits Add tha amounts abowa for qualifying chiidren and athar w: You maymm 4
this the smourt of any other credits. Enter the total here . 3 3

Step 4 Ia) Other incame (nat from jobs). If you want tax withheld in( cther incoma you




