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Overview 

• All employees are required to complete the W-4 and VA-4 tax forms. 

• Albemarle County cannot provide tax advice; we recommend that you contact a tax 
professional if you have questions.  The purpose of this document is to guide you through 
the process of completing your tax forms.  Below are some additional resources that you 
might find helpful:  

o W-4 Form: How to Fill It Out in 2022 (investopedia.com) 

o https://www.nerdwallet.com/article/taxes/how-to-fill-out-form-w4-guide#how-to-
fill-out-a-w-4-form 

o https://turbotax.intuit.com/tax-tools/calculators/w4/ 
o https://turbotax.intuit.com/tax-tools/calculators/taxcaster/ 

 
Preparing to complete the W-4 and VA-4 tax withholding forms 
Before you log into ADP to fill out your tax forms, here are a few ways to prepare:  

• Click here to access a blank W-4 and accompanying worksheets:  
https://www.irs.gov/pub/irs-pdf/fw4.pdf  

• Click here to access a blank VA-4 and accompanying worksheet:  
https://www.tax.virginia.gov/sites/default/files/taxforms/withholding/any/va-4-any.pdf  

NOTE:  The VA-4 form is not available for completion in ADP until you complete the W-4 form. 
 
1. Log into ADP with the username and password you created:  

https://workforcenow.adp.com  
2. Click on Myself, then click on Pay, then click on Tax Withholdings. 

3. Click on the Federal tile and select Start.  

https://urldefense.com/v3/__https:/www.investopedia.com/articles/personal-finance/081214/filling-out-your-w4-form.asp__;!!L8-7AA!DVDIdJQ1trm8WbPPrujJJcohj0J0yh4G37ZRbNmNdvj-cvtf0GlTcaK-y8nDkXw$
https://www.nerdwallet.com/article/taxes/how-to-fill-out-form-w4-guide#how-to-fill-out-a-w-4-form
https://www.nerdwallet.com/article/taxes/how-to-fill-out-form-w4-guide#how-to-fill-out-a-w-4-form
https://turbotax.intuit.com/tax-tools/calculators/w4/
https://turbotax.intuit.com/tax-tools/calculators/taxcaster/
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.tax.virginia.gov/sites/default/files/taxforms/withholding/any/va-4-any.pdf
https://workforcenow.adp.com/
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4. As noted in the preparation area, it’s a good idea to have on hand the blank W-4 and 
instructions, so that you can work through all necessary calculations to complete the form 
correctly.  You can also use the link on this slide to access this information. 

5. A wizard opens that walks you through the process of completing the W-4; review 
information on this slide and then click on the Next button. 

Note:  if your name is not correct, you will contact your division’s Human Resources 
department to make that correction.  The process requires submitting a new social security 
card and a form updating your personal information. 
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6. Select your residential status and then click Next. 

7. Select your filing/marital status and then click Next. 

8. Select your tax exemption status and click Next. 

9. If you have multiple jobs or your spouse works, complete the Multiple Jobs or Spouse Works 
form. 

10. If you have dependent children, enter the correct number of dependents, then click Next. 
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11. If you need to make other adjustments, complete the below Withholding form, then click 
Next.  

Note:  if you complete the Extra Withholding box, please note that those additional 
withholdings will be taken from EACH paycheck. 

12. On the next screen, you can review the W-4 form to confirm accuracy. To agree to the 
statements, click the checkbox and click DONE.  
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NOTE:  we recommend that you print a copy of the completed W-4 for your records.  Click Print 
Completed Form. 

13. Once the federal tax withholdings form is complete, a pop-up window will appear 
reminding you to complete the state withholding form.  

14. Click OK to proceed. 

15. To update State withholding, click the Start button in the Virginia tile. 
16. NOTE: The VA-4 form is not available for completion until the W-4 form is finalized. 
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17.  As noted in the preparation area, it’s a good idea to have on hand the blank VA-4 form and 
instructions, so that you can work through all necessary calculations to complete the form 
correctly.  You can also use the link on this slide to access this information. 

18. A wizard opens that walks you through the process of completing the VA-4; review 
information on this slide and then click on the Next button. 

Note:  if your name is not correct, you will contact your division’s Human Resources 
department to make that correction.  The process requires submitting a new social security 
card and a form updating your personal information. 
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19. Enter the number of exemptions you wish to claim and any additional withholdings, if 
desired.   

Note:  if you complete the Extra Withholding box, please note that those additional 
withholdings will be taken from EACH paycheck. 
20. Select your tax exemption status, then click Next.  

21. On the next screen, you can review the VA-4 form to confirm accuracy. To agree to the 
statements, click the checkbox and click DONE.  

NOTE:  we recommend that you print a copy of the completed VA-4 for your records.  Click 
Print Completed Form. 

22. The tax withholdings are now complete.  
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23. You may download and view the forms by clicking View Saved Tax Forms.  

 


