
Select Employee 

Log into APSU one-stop and select web self service

https://onestop.apsu.edu/


Select Tax Forms 



Select W4 Tax Exemption or Allowances 



Displays your Current W-4 Certificate on File 



Select Update 



To change your W-4 Withholding Certificate for the next available payroll, do NOT make any change to the Effective Date.  

You may elect to begin your change on a future date.  Key in the date you would like the change to begin-use a pay period begin date.  

http://www.apsu.edu/human-resources/payroll/payroll-schedules.php


Your Deduction Status may show Active or Exempt.  If you meet the conditions for exemption from Federal withholding as shown, you 

MUST complete a paper W-4 Form and submit it to the Payroll Department.  Email payroll@apsu.edu to request a form.  A new 

Exemption form must be submitted each year by February 15 to keep the exemption. 

If you no longer meet the conditions for exemption, select Active.  

Select the Appropriate Filing Status 

 Single

 Head of Household

 Married

 Married but withhold at a higher single rate

Enter  any additional info that appliesYou may use the IRS tax 

withholding estimator for help in completing your w-4 form.  Apsu is 

unable to give any tax advice                   Click Certify Changes 

mailto:payroll@apsu.edu
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/individuals/tax-withholding-estimator


Certify under penalties of Perjury your Changes 



Make sure you receive a successfully processed message 



Click History to View your W-4 history 



If you have any questions or need a paper form please email 

payroll@apsu.edu 

Verify your changes now show in your history 




