
 

W-4 Entry into Prism 

1. Request updated form from employee.  Make sure the form is filled in completely and signed at the 
bottom.  Remember Infiniti HR is not permitted to give tax advice.  Please refer employee to the IRS 
website: https://www.irs.gov/pub/irs-pdf/fw4.pdf and the Tax Withholding Estimator available 
at www.irs.gov/W4app or to their tax preparer. 
 

2.  Check that the SSN matches the profile in Prism. 
 

3. Step 1,  part C is the Federal Filing Status in Prism 
 

 

 

 

 
 
 

4. Step 2, Multiple jobs, if employee checked the box, check the Multiple Jobs box in Prism 

 

https://www.irs.gov/pub/irs-pdf/fw4.pdf
http://www.irs.gov/W4app


 

 

5. Step 3, Claim Dependents, enter the total $ amount from Line 3 into Claim Dependents ($) in Prism.  It 
is a dollar amount. 

 

 

 

6. Step 4 is optional, only fill in if the Employee has completed.   All of these are dollar $ amounts. 
a.  Other Income 4a. goes into Other Income 
b. Deductions 4b goes to Deductions ($) 
c. Extra Withholding choose Override Type - Add to Withholding and put $ amount in Override Amount. 

 

 

 
 

NOTE:  If an employee is claiming Exempt, they must write EXEMPT in the space below 4c.  In Prism you choose Block 
Withholding.  

 



 
 

7. Save the new W-4 form to the Documents section of the Employee Details. 

 


