W-4 Troubleshooting Guide
QI The UNIVERSITY of QOELAHOMA (Updated 03/19/2024)

Purpose: Troubleshooting Browser Setups for Submission of W-4 Forms Electronically

When submitting your W-4 Form electronically through PeopleSoft, you must use Adobe Acrobat DC or
Adobe Acrobat Pro for the PDF form to work correctly. For MacBook users, you must use Adobe Acrobat
Reader only; Pro will not work. However, most internet browsers attempt to open PDF files in the
browser window instead of Adobe Acrobat DC. The instructions below will help you troubleshoot issues
you are having with submitting your W-4 Form electronically.

This document contains instructions on updating your internet browser settings, opening the
downloaded PDF file in Adobe Acrobat DC, and enabling the “Submit” button in the document. Please
use the Table of Contents below to go to the appropriate troubleshooting section.

Note: Your computer may already be set up to open your PDF files in Adobe Acrobat DC. If the PDF file is
properly opening in Acrobat DC but you do not see a green “Submit” button at the bottom right side of
the first page, please go to Section X.
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Section 1: Updating your web browser settings

W-4 Troubleshooting Guide
(Updated 03/19/2024)

If the W-4 Form is opening in your internet browser (Firefox, Chrome, Microsoft Edge, or Internet
Explorer), please follow the appropriate instructions below for your internet browser.

Mozilla Firefox

When you attempt to open the file in Firefox, you will be given the following dialog box:

Federal Tax Withholding Forms

Company North Dakota State University

IMPORTANT INFORMATION:

This process requires the use ofuter_ After you complete the
form, CLICK ON THE GREEN S it button does not appear, the

PDF is not opened in Acrobat Re|

s

Updateable Forms

Form Description

Federal Withholding Allowance

You have chosen to open:

PYTWF_FEDE.pdf

which is: Portable Document Format (PDF) (70.7 KB)
from: https://prd.hcm.ndus.edu

What should Firefox do with this file?

O Open with Firefox

@ Openwith | Adobe Acrobat DC (default)

(®) Save File

[] Do this automatically for files like this from now on.

OK

Cancel

s using this electronic process.

Please select the “Save File” option and click the “OK” box. Do not select the “Open with” option even if

it lists Adobe Acrobat DC as you will not be able to use the file properly.

Firefox should automatically save the PDF file (nhamed PYTWF_FEDE.pdf) in your Downloads folder.

You can now proceed to Section 2.
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Google Chrome

W-4 Troubleshooting Guide
(Updated 03/19/2024)

By default, Google Chrome attempts to open all PDF files in the browser window. Please follow the steps

below to update this setting before attempting to download the file.

Step 1: Select the “Menu” button in Chrome (its in the upper right-hand corner and has three vertical

dots). Then in the dropdown menu select “Settings”.

v — X
O cuest

New tab Ctrl+T
New window Ctrl+N
Downloads Ctrl+)
Zoom - 100% -+
Print... Ctr+P
Cast..
Find... Ctrl+F
More tools »
Edit Cut Copy  Paste
Settings I
Help o

Exit

Step 2: You should now be on the “Settings” page and there should be a menu on the left-hand side.
Select “Privacy and security”. The options in the middle of the page should have changed and you will

want to select “Site Settings”.

5 heck
B Autofl ik
@ Privacy y and s ] P fe from data breaches, bad extensions,
® ranc
Q Privacy and security
: Default browser
B Defau _ g dat

§

(U]

Step 3: Scroll to the bottom of the “Site Settings” options and the bottom option should be “Additional

content settings”. Select this option.

Content

Cookies and site data
@ »

Third-party cookies are blocked in Incognito mode

JavaScript
< ) >
Sites can use Javascript

Images
L] N 4

Sites can show images

[y Popups andrediects R

Dorit allow sites to send pop-ups or use redirects

Additional content settings ~
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Step 4: Once you select “Additional content settings”, more options should appear below it. Please
select “PDF documents”. This should open a new page. On this new page, select the “Download PDFs”
option. You can then exit the “Settings” page by closing the tab.

Additional content settings ~

o Sound

Sites can play sound

Ads
»
O Block ads on sites that show intrusive or misleading ads € PDF documents
Q. Zzoomlevels » Sites sometimes publish PDFs, like documents, contracts, and forms
@@  POF documents ) Default behavior
Sites automatically follow this setting when you visit them

Protected content IDs »
&2 @ ¥ Download PDFs
A scoure content N o Open PDFs in Ch

Insecure content is blocked by default on secure sites [7) Open PDFs in Chrome

Step 5: After completing the four steps above, you can now select to download the file in PeopleSoft.
This should bring up a “Save As” dialog box.

4 & > ThisPC » Downloads v O O Search Downloads
Organize v New folder EEv @
B This PC A Name Date modified Trpe Size o

B 3D Objects
I Deskiop
[£) Documents
I Downloads
D Music

=] Pictures
B Videos
v
File name: | ETRNGERTG =

Save as type: | Adobe Acrobat Document (*,pdf) v

 HideFlders Gres

The default location should be your Downloads folder. Please save the file there. Please leave the file
name as “PYTWF_FEDE.pdf” (if it says the file already exists, please select “Yes” to replace it).

Note: After hitting “Save” Chrome will give you the option to open the file at the bottom of the page

You can now proceed to Section 2.
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Microsoft Edge

When you attempt to open the file in Edge, you will be given the following dialog box:

Downloads B oa -

Tax Withholding What do you want to do with PYTWE_FEDEpdf?

Federal Tax Withholding Forms &

Company North Dakota State University

IMPORTANT INFORMATION:
This process requires the use of Acrobat Reader to download the updateable PDF form to your computer. After you complete the

form, CLICK ON THE GREEN SUBMIT BUTTON located at the bottom of the form. Ifthe green submit bution does not appear, the
PDF is not opened in Acrobat Reader. Contact your campus Payroll office if you encounter any issues using this electronic process

Updateable Forms

Form Description

Federal Withholding Allowance Certificate

Note: Do not select the “Open” option as it may cause the file to not work correctly in Adobe Acrobat
DC.

After clicking “Save as” you should be able to select where to save the file on your computer. The
default location should be your Downloads folder. Please save the file there. Please leave the file name
as “PYTWF_FEDE.pdf” (if it says the file already exists, please select “Yes” to replace it).

4 ¥ > ThisPC > Downloads v o Search Downloads
Organize ¥ New folder S S ]
I This pC A Name Date modified Type Size ~

J 3D Objects
Desktop
[£] Documents
4 Downloads
D Music
&) Pictures
@ Videos
v v
File name: | ERIEITRTE v
Save as type: | Adobe Acrobat Document (*.pdf) v
~ Hide Folders Cancel

You can now proceed to Section 2.
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Internet Explorer

It is HIGHLY RECOMMENDED to use a different browser for updating your W-4 Form electronically.
Please consider using Google Chrome, Microsoft Edge, or Mozilla Firefox instead. Internet Explorer is no
longer supported and outdated. You can attempt the instructions below, but there is no guarantee they
will work. If they do not, please use a different internet browser.

When you attempt to open the file in Internet Explorer, you should get the dialog box below:

Federal Tax Withholding Forms X

Company North Dakota State University

IMPORTANT INFORMATION

This process requires the use of Acrobat Reader to download the updateable PDF form to your computer. After you complete the
form, CLICK ON THE GREEN SUBMIT BUTTOM located at the bottom of the form. If the green submit button does not appear, the <
PDF is not opened in Acrobat Reader. Contact your campus Payroll ofice if you encounter any issues using this electronic process

Updateable Forms Allowa

Form Description

Federal Withholding Allowance Certificate )

Savess h

Click the arrow on the right-hand side of the “Save” box which should display the menu in the
screenshot above. Select the “Save as” option.

Note: Please do not select the “Open” or “Save and open” options as they may cause the file to not
work correctly in Adobe Acrobat DC.

After clicking “Save as” you should be able to select where to save the file on your computer. The
default location should be your Downloads folder. Please save the file there. Please leave the file name
as “PYTWF_FEDE.pdf” (if it says the file already exists, please select “Yes” to replace it).

4 ¥ > ThisPC > Downloads v o Search Downloads
Organize v New folder ey @
B This PC A Name Date modified Trpe Size &
J 3D Objects
[ Desktop
%] Documents

3 Downloads

D Music

=] Pictures

B videos

v

File name: | NS =

Save as type: | Adobe Acrobat Document (*.pdlf) ~

e Pl Gt

You can now proceed to Section 2.
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Section 2: Opening the PDF file in Adobe Acrobat DC

If you followed the steps in Section 1, your PDF file should be saved in your Downloads folder.

Note: If you did not follow the steps in Section 1, please locate the PDF file wherever you saved it and
skip the next few instructions.

To navigate to your Downloads folder, please open “File Explorer” on your computer. You can typically
find File Explorer on your task bar at the bottom of your screen as the following icon:

Once File Explorer is open, please select “Downloads” from the left-hand menu.

You should now see the PDF file (PYTWF_FEDE) listed at the top of your Downloads list. (Note: If you
downloaded the file multiple times, the file may be named PYTWF_FEDE(1) or PYTWF_FEDE(2). Please
feel free to open any of the files, each one should work the same.)

You want to open the file in Adobe Acrobat DC or Adobe Acrobat Pro. If the PDF file has the following
icon (m) you can just double left-click the file.

If the file does not have the following icon, then please follow the steps below:

Step 1: Right-click the file and a menu should pop up. Please move your mouse cursor over the “Open
with” option.

Step 2: Another menu should pop up and one of the application names listed should be “Adobe Acrobat
DC”. Please select that option.

PYTWF_FEDE pdf

Open with >‘ Adobe Acrobat DC
| ! Adobe lllustrator CS6
@ Firefox
E] Google Chrome

&7

B Sezrch the Microsoft Store
Choose another app
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Section 3: Enabling the green “Submit” button in the PDF file

Now that the file is open in Adobe Acrobat DC, you may notice that there is no green “Submit” button at
the bottom of the first page of the file. If that is the case, please use the following steps:

Step 1: At the top of the file, there should be a yellow ribbon security message that states “JavaScript is
currently disabled and this document uses it for some features. Enabling JavaScript can lead to potential
security issues.”

© JavaScript is currently disabled and this document uses it for some features. Enbling JavaScrpt can lead to potential security issues. [ options - ]
Step 4 (@) vmer Income (Not Trom JOPs). IT YOU Want tax WItnneia 1or otner INcome you expect
(optional): this year that won't have withholding, enter the amount of other income here. This may :
B include interest, dividends, and retirementincome . . . . . . . . . . . l4a)|$ &

Step 2: In the yellow security ribbon, there should be an “Options” button. Select that button and a
dropdown menu should appear.

Step 3: On the new dropdown menu, please select “Enable JavaScript for this document always”. This
will enable the green “Submit” button.

and want to reduce your withholding, use the Deductions Worksheet on page 3 and |

enter the result here i RTHE L . : = - - |4(b) $

(¢) Extra withholding. Enter any additional tax you want withheld each pay period . |4(c) $
Exemption from withhalding. By claiming wemman from withholding, you certify that you oved ne Federal incems tax in 2020, and that you
ezt 10 owa no Fedaral Income tax i 2021. 11 you cialim eXemption from withnolding, o incorma tax will e withheid from your paycheck. ot Applicable g
Step 5: Under penalties of perjury, | declare that this certificate, 1o the bast of my knowladge and belief, is true, comect, and camplete
Sign
Here ’_ ) ]

Employee’s signature (This form is not valid unless you sign it.) Date
Employers | Employer's name and address First date of Employer identification
Only employment rumber (EIN)
L —————————————————————————————————— —
For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cal. No. 102200 FammBind-4a021)
Submit

Note: If the green “Submit” button did not appear after you followed the above steps and the yellow
security message ribbon appeared again, you might not have saved the file in the Downloads folder (this
is very common with Firefox users). Please go review the steps in Section 1 and try again. If you are still
having issues, please contact the IT Service Desk.
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