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TAX FORMS

W-4 and MWR Tax Information

How to update your federal and state tax withholding in Self Service.

Audience: Employees Updated: September 2026

Before you start

You can view and change your federal adjustments and state withholding in Self Service. If you live in North
Dakota or Michigan and work in Minnesota, you can also file Form MWR here to claim exemption from
Minnesota withholding.

You are not required to use Self Service. Your agency Human Resources or Payroll staff will still process
paper W-4 and MWR formes.

Important: Do not complete a paper form if you submit your information online.

Update your W-4 if any of these apply

v You want to change your tax marital status, federal adjustments, or state allowances.

v/ You want to change the additional amount or percentage withheld for state tax.

v You want to claim exemption from federal or state withholding.

v You live in North Dakota or Michigan and want to claim exemption from Minnesota withholding.

v You moved and your state of residence changed, or you changed your work location to another state.

v You need to refile W-4 or MWR information for the new calendar year to keep exempt status.

Who cannot use these pages

Some employees cannot complete all of their tax records in Self Service and must submit forms to their
Human Resources or Payroll staff instead:

e Employees with a record for a state or territory that requires unique information. Examples include
Arizona, California, Connecticut, Indiana, Louisiana, Mississippi, Nebraska, and Vermont. You can still
update your federal information and records for other states.
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e Wisconsin residents who have filed a WT-4A form. You can still update your federal information and
records for other states.

* Employees claiming exemption from withholding in a state other than Minnesota. You can still update
your federal information and your Minnesota record.

e Nonresident aliens, who must submit a paper Form W-4.

* Employees whose home address is outside the United States.

Note: Michigan and North Dakota residents claiming exemption can use Self Service. Complete the
MWR page and see File Form MWR below.

How the three pages fit together

Your tax record has three linked pages, and you always move through them in this order:

o W-4 Tax Information - Federal: Opens first and is where you sign and submit.
o W-4 Tax Information - State: Reached from the Federal page.

e MWR - Reciprocity Exemption / Affidavit of Residency: Reached from the State page.

Important: No matter which pages you change, you sign electronically and submit from the Federal
page. Nothing saves until you do.

When your changes take effect

Changes made in Self Service are dated the day you enter them. You can update any time, but because of
timing, your change may not appear on the very next paycheck. Future-dated records cannot be entered in
Self Service and do not display there — to make a change effective on a later date, either wait and enter it
that day, or submit a paper form to your Human Resources or Payroll office.

Important: Do not use your browser's back and forward buttons. Use the menu and the buttons on
the page instead.

Open your W-4

o Sign in to Self Service at https://mn.gov/selfservice.
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https://mn.gov/selfservice

e Select Self Service, then Tax Forms, then W-4 and MWR.

Figure 1. Select Self Service, then Tax Forms, then W-4 and MWR.

Select W-4 and MWR from the navigation area if it is not already selected
Federal page opens and shows your current information.

. The W-4 Tax Information -

W-4 and MWR

T W4 and MWR

T W-4 and MWR Instructions
T Form W-4
T Form MWR

i Form W-4MN

W-4 Tax Information - Federal

Employee, Name
State of Minnesota

‘Complete Form W-4 so that your employer can withhold the corect federal income tax from your pay.
Your withholding is subject 1o review by the IRS wwwirs gov.

Step 1: Personal Information

Does your name malch the name on your social security card? If not, to ensure you get credit for your earnings, contact SSA at §00-772-
1213 or go to www.S53.gov.

Address

173 Test Street
Saint Paul MN 55101

D Filing Status

® Single or Married filing separately

(O Married filing jointly or Qualifying Surviving Spouse

(Head of Household  (Check only if you are unmarried and pay more than half the cost of keeping up a home for yourself
and a qualifying individual).

Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempl from withhelding or you have concems about your
privacy, see instructions for Form W-4 on the IRS website.

Step 2: Multiple Jobs or Spouse Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works.
The correct amount of withholding depends on income earned from all these jobs.
@ View Instructions

[CIMultiple Jobs or Spouse Works

Complete Steps 3 through 4{b) on Form W-4 for only one of these jobs. Leave those steps blank for the other jobs. (Your withholding
will be most accurale if you complete Steps 3 through 4(b) on the Form W-4 for the highest paying job_}

Figure 2. The W-4 Tax Information - Federal page.

Note: If you were hired before 1/1/2020 and have never submitted a new Form W-4, a button appears
reading To enter a new federal W-4 for calendar year 2020 or later click here. Select it first.

Update your federal information

If you are only claiming exemption, skip to Claim exemption from withholding below.
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o Check the Review Home Address section.

Address

173 Test Street
Saint Paul MN 55101

Figure 3. The view-only address section.

This is view-only. If you recently moved and submitted an address change, make sure it shows
correctly here. Your state tax records are based on this address.

Note: To change your address, go to Self Service > About Me > and use the My Contact
Information tile. Your Human Resources or Payroll office has to approve it before the new
address appears on your tax pages.

Self Service About Me My Contact Information

Figure 4. To change your address, use Self Service, then About Me, then My Contact Information.

Check that your last name matches your Social Security card. If it does not, get a new card and bring it
to your HR office so they can update the system.
e In Step 1: Personal Information, select your filing status.
o Single or Married filing separately
o Married filing jointly (or Qualifying widow(er))

o Head of Household
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Complete Step 2: Multiple Jobs or Spouse Works, Step 3: Claim Dependents, and Step 4: Other
Adjustments only if they apply to you.

W-4 and MWR

7| W4 and MWR
W-4 Tax Information - Federal

T W-4 and MWR Instructions Emplayee, Name
State of Minnesota

i Form w-4

‘Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
T Form MWR Your withholding is subject to review by the IRS www.irs.gov.
T Form W-4MN Step 1: Personal Information

Does your name malch the name on your social security card? If not, to ensure you gel credit for your eamings, contact SSA at 800-772-
1213 or go to www.S33.gov.

Address

173 Test Street
Saint Paul MK 55101

D Filing Status

® Single or Married filing separately

(O Married filing jointly or Qualifying Surviving Spouse

(Head of Household  (Check only if you are unmarried and pay mere than half the cost of keeping up a home for yourself
and a qualifying individual).

Complete Steps 2 through 4 ONLY if they apply fo you. To see if you are exempt from withholding or you have concems about your
privacy, see instructions for Form W-4 on the IRS website.

Step 2: Multiple Jobs or Spouse Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse alse works.
The correct amount of withholding depends on income earned from all these jobs.
View Instructions

[CIMultiple Jobs or Spouse Works

Complete Steps 3 through 4{b) on Form W-4 for only one of these jobs. Leave those steps blank for the other jobs. (Your withholding
will be most accurale if you complete Steps 3 through 4(b) on the Form W.4 for the highest paying job_}

Figure 5. Complete Steps 2 through 4 only if they apply to you.

Tip: To review or print the IRS instructions and worksheets, select IRS Form W-4 at the bottom of the
page.

Update your state information

From the Federal page, select State Withholding to open the State page.

State Withholding Data
- Uibdating your federal W-4 does not automatically update your state W-4(s).
State Withholding U must also update your state W-4(s) for each state in which you live and work.

Submit der penalties of perjury, | declare that | have examined this certificate and to the best of my
knowledge and belief, it is true, correct, and complete.

For Reference: |IRS Form \W-4

Figure 6. Select State Withholding to open the State page.

Note: If you see an Enter Here button instead, you have no state withholding record yet. You must
complete your state information before you can submit.
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If you live and work in the same state

You have one state record, most likely Minnesota. The Resident check box should already be selected.

from each paycheck.

Enter the total number of state allowances you are claiming.

Enter a dollar amount and/or a percentage of taxable gross wages if you want extra state tax withheld

Next to Indicate Marital Status, select Look Up Marital Status and choose your status.

W-4 and MWR

T W and MWR
W-4 Tax Information - State

T W-4 and MWR Instructions

State of Minnesota

i Formw-4
State Information
] Form MWR
3 Resident
I Form We4MN state: MN Minnesota
W-4 Tax Data

Enter total number of Allowances you are claiming

Indicate Tax Status

Claim Exemption

Check Exempt here:

Minnesota income tax abilty this year

withholding on my military pay.

instructions)

Non-Residency Statement Filed

Enter Additional Amount, if any, you want withheld from each paycheck

Enter Additional Percentage, if any, you want withheld from each paycheck

I claim exemption for withholding for the year 2026 and | believe that the reason checked below is why | am exempt:
| meet the requirements and claim exempt from both federal and Minnesota income tax withhokiing,

Even though | did not claim exempt from federal withhalding, | claim exempt from Minnesota withholging because | had no
Minnesola income Lax iability Last year, | received 3 refund of all Minnesola income tax withheld, AND | expect 1o have no
My spouse is a military service member assigned to a military location in Minnesota, my domicile (legal

residence) is in another state, AND | am in Minnesota solely o be with my spouse. My state of domicile is

| am a member of the Minnesota Nafional Guard or an aclive duty U S military member and claim exempt from Minnesota

1:3m an American Indian that resises and works on a resarvation for which | am enfolled (see

In Order to Sign and Submit You Need to Go Back to Federal Page

Q, -

[ ]
5100 nnI

]
e —

Figure 7. State allowances, additional withholding, and tax status for a Minnesota record.

If you live and work in different states

You have a separate record for each state, and both need to be correct. Select Show Next Row or Show

Previous Row to see each record.

State Information \ Q| | |I\
State Information |E I E

Figure 8. Use the arrows to move between your state records.

Find the record for the state where you live. Confirm the State field is right and that the Resident

check box is selected.
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o Fill in allowances, any additional withholding, and marital status for that record, using the same three
fields as above.

T W-4 and MWR
W-4 Tax Information - State

[ W=4 and MWR Instructions

State of Minnesota

i1 Form W-4

State Information al i [€][<|[zez~
] Form MWR

tate: Wi W it Non-Residency Statement Filed
] Form Wedmn ISJh wi Wisconsin | I I

W-4 Tax Data

Enter total number of Allowances you are claiming
Enter Additional Amount, if any, you want withheld from each paycheck

Enter Additional Percentage, if any, you want withheld from each paycheck

Indicate Tax Status Singic
v
D Claim Exemption
In Order to Sign and Submit You Need to Go Back to Federal Page
Figure 9. The record for the state where you live, with Resident selected.
e Scroll to the record for the state where you work.
° Fill in the same fields for that record.
T W4 and MWR ‘ .
W-4 Tax Information - State
T W-4 and MWR Instructions
_ State of Minnesola
Form W.4
State Information Q 102 || > || 21
i Form MWR -
E F e State: N Mimeacta Resident Non-Residency Statement Filed

w
Enter total number of Allowances you are claiming

Enter Additional Amount, if any, you want withheld from each paycheck

Enter Additional Percentage, if any, you want withield from esch paycheck D

Indicate Tax Status

Claim Exemption
Check Exempt here:
I claim exemption for withholding for the year 2026 and | believe that the reason checked below is why | am exempt:
I meet the requirements and claim exempl from bolh federal and Minnesala income tax vithholding
Even though | did not claim exempt from federal withhclding, | claim exempt from Minnesota withholding because | had no
Minnesota income lax liability last year, | received a refund of all Minnescta income tax withheld, AND | expect to have no

Minnesota income tax liability this year

My spouse is a military service member assigned 1o a military location in Minnesola. my domicile (legal

resicence) is in anciner state, AND | am in Minnescla solely 10 be with my spouse. My siale of domscile is

1| am a member of the Minnesota National Guard or an active duty U.S. military member and claim exempt from Minnesota
wilhholkding on my military pay.

I am an American Indian that resides and works on a reservation for which | am ensolled (see
instructions)

In Order to Sign and Submit You Need to Go Back to Federal Page
Go Back

Figure 10. The record for the state where you work.
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Important: Do not set Indicate Marital Status to X to claim exemption. On its own it does nothing,
and tax keeps coming out. To claim exemption, you must select the Exempt check box — the system
then sets marital status to X for you.

Claim exemption from withholding

Complete this only if you are claiming exemption. Federal and state exemptions are claimed in separate
places.
Federal exemption

In the Claim Exemption from Withholding section of the Federal page, select the check box if you meet
both conditions for federal exemption.

Claim Exemption from Withholding

I claim exemption for withholding for the year 2026 and | certify that | meet
BOTH of the following conditions for exemption from withholding:

Exemption Conditions

* Last year | owed no federal income tax
* This year | expect to owe no federal income fax.

D:heck this box if you meet both conditions to claim exemption from tax withholding

Figure 11. The federal exemption check box.

Minnesota State exemption

In the Claim Exemption section of your Minnesota state record:

0 Select the Exempt check box.

e Select a radio button for the reason you are exempt.

Note: If you are claiming exemption as the spouse of a military service member stationed in
Minnesota, and your state of legal residence is elsewhere and you are here only to be with your
spouse, also enter your state of domicile.
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Claim Exemption
Check Exempt here:
| claim exemption for withholding for the year 2026 and | believe that the reason checked below is why | am exempt:
= | meet the requirements and claim exempt from both federal and Minnesota income tax withholding.

~ Even though | did not claim exempt from federal withholding, | claim exempt from Minnesota withholding because | had no
() Minnesota income tax liability last year, | received a refund of all Minnesota income tax withheld, AND | expect to have no
Minnescta income tax liability this year.

My spouse is a military service member assigned to a military location in Minnesata, my domicile (legal 7Q
~ residence) is in another state, AND | am in Minnesota solely to be with my spouse. My state of domicile is ‘

_ l'am a member of the Minnesata National Guard or an active duty U.S. military member and claim exempt from Minnesota
() withholding on my military pay.

() 1am an American Indian that resides and works on a reservation for which | am enrolled (see | ‘
instructions)

Figure 12. Select Exempt, then choose the reason you are exempt.

Important: You can only claim state exemption in Self Service for Minnesota. For any other state,
submit the appropriate form to your Human Resources or Payroll office. If you work in Minnesota and
live in Michigan or North Dakota, use Form MWR instead, see below.

File Form MWR

For North Dakota and Michigan residents who work in Minnesota.

Minnesota has income tax reciprocity with North Dakota and Michigan. If you live in one of those states, you
can have Minnesota tax withheld on your Minnesota wages but you are not required to. Normally you have
tax withheld for your home state instead. To claim exemption from Minnesota withholding, file Form MWR.

Important: Complete the Federal and State pages first. The three pages are linked and always open in

order.

On the State page, go to the record with your Minnesota information — usually page 2 of 2, in the

upper right — and select File MWR.

Note: If you see View MWR instead, you have already filed for that year and can view what you
entered.
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W-4 and MWR

T W4 and MWR
W-4 Tax ion - State

I Wit and MWR Instructions

_ State of Minnesola
i Form Wed

State Information [e] 1otz v ][> |[ ]
I Form MWR

Resident ' Non-Residency Statement Filed
- State: View MWR
Form W-4MN MN  Minnesola

Enter total number of Allowances you are claiming

Enter Additional Amcunt, if any, you want withheld from each paycheck

Enter Additional Percentage, if any, you want withheld from each paycheck

Indicate Tax Status Claiming exemglion from
withhoiding
Claim Exemption
Check Exempt here:
1 claim exemption for withholding for the year 2026 because an MWR form has been filed.

In Order to Sign and Submit You Need to Go Back to Federal Page

Figure 13. The MWR button on the Minnesota record. Here it reads View MWR because the form was already filed.

Check the Permanent Address section. It should show your North Dakota or Michigan home address.

Answer all four questions in the Residence Information section.

Tip: Use mm/dd/yyyy for dates or select the calendar button and pick a date.

° In the Sign Here section, read the statements and choose File MWR to keep the form, or Cancel - Do
Not File MWR to discard it.

To review or print the Minnesota Department of Revenue's MWR form and instructions, select MN
Department of Revenue MWR form.

W-4 and MWR Tax Information - September 2026 Minnesota Management and Budget | Page 10 of 13



° Select Go Back to return to the State page and review what you entered.

T W4 and MWR MWR - Reciprocity Exemption / Affidavit of Residency

: W4 and MWR Instructions For Michigan and North Dakota residents who work in Minnesota

State of Minnesota

i1 Form W-4 {iled by Employee Seif Service User on 2025-01-08
ermahen ress

. 123 Tast Street

4| Form MWR Farga, ND 58104

Residence information
I Form W-4MN 1 I have lived at the above residence since (mm/ddfyyyy) 11/18/2025
2 Do you retumn to the above residence at least once a month?

Mote: If you are a resident of North Dakota or Michigan and answer NO. you do not qualify for this exemption

YES NO
3 Were you ever a resident of Minnesota? If yes, enter dates (mm/dd/yyyy).
YES | from 08/24/1998 to 0&/04/2024 NO

4 Enter the wages you eamed in Minnesota during the previous year. $

Sign here

| declare that the above information is correct and complete to the best of my knowledge and belief.
| understand there is a 5500 penalty for making false statements.

File MWR Cancel - Do not File MWR

MH Department of Revenue MWR form

Figure 14. The MWR form.

In the Claim Exemption section of your Minnesota record, you should now see Exempt because an MWR
form has been filed with the check box selected.

Claim Exemption
Check Exempt here:
I claim exemption for withholding for the year 2026 because an MWR form has been filed.

Figure 15. After you file the MWR, the Minnesota record shows Exempt.

Sign and submit

Nothing you entered is saved until you submit from the Federal page.

0 Select Go Back until you are on the W-4 Tax Information - Federal page.

In Order to Sign and Submit You Need to Go Back to Federal Page

Figure 16. Select Go Back to return to the Federal page.

e Read the statement in the Submit My Federal W-4, State W-4 and MWR section.

State Withholding Data
Updating your federal W-4 does not automatically update your state W-4(s)
State Withholding You must also update your state W-4(s) for each state in which you live and work
Submit Under penalties of perjury, | declare that | have examined this certificate and to the best of my
knowledge and belief, it is true, correct, and complete.

Figure 17. The Submit button and electronic signature statement.
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o Select Submit — once only.

A confirmation page tells you your information was saved successfully. Select OK.
Submit Confirmation

¥ The Submit was successful.
However, due to timing, your change may not be reflected on the next paycheck

Figure 18. The Submit Confirmation page.

Note: If you decide not to submit, select the Home icon to leave without saving.

When you are finished

Select the Actions List icon ( : ) on the top bar and choose Sign Out, or select Sign Out on the Welcome

Banner near the top left.

Problems and Solutions

Problem Solution

My address is wrong on the Federal page. You cannot change it there. Use the My Contact Information
tile. Your HR or payroll office has to approve the change
before the new address shows on your tax pages.

| got a message that my state withholding That is only a warning. You can leave it above 10 or change it

allowance is greater than 10. — either way, selecting OK clears the message and lets you
continue.
How many allowances should | claim? Use Form W-4 and the IRS instructions and worksheets.

There is a link at the bottom of the Federal page labeled For
reference: IRS Form W-4. Statewide Payroll Services cannot
advise you on how many to claim.

The confirmation said my change may not Usually, W-4 information entered by end of day Thursday of

show on the very next pay. When does it the week you turn in your timesheet is effective on the
take effect? paycheck you receive the following Friday.
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Problem Solution

A field will not let me type in it, or it is Try refreshing the page. Select Go Back, then go to Tax Forms
grayed out. > W-4 and MWR again.
What | entered has disappeared. You may not have finished submitting. Everything has to be

submitted from the W-4 Tax Information - Federal page —

go back there and select Submit.

I am a nonresident alien and cannot These pages cannot be used for nonresident alien
figure out how to enter my withholding. withholding. Complete a paper Form W-4 and give it to your
agency HR or payroll staff.

For help with anything not covered here, contact your agency Human Resources or Payroll office.
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