[bookmark: _GoBack]To access the online Federal W-4, go to TalentEd Records at https://northkcmo.tedk12.com/records/. 

· Log in using your employee ID and network password.  If it takes you to Perform instead of Records, you can switch to Records by clicking on the little squares in the upper right corner.  
· When you get to Records, click on Available Forms on the left side.
· Click W-4 and select “Add as an E-Form”.  If there is a message about archiving a previous form, select Yes.  
· Complete the “Employee” section of the new W-4 
· Name, SSN, and complete address are required
· Filing Status is required
· Read the instructions for Steps 2, 3 and 4 and complete those lines only if it applies to you.  
· Click on Save in the lower right corner of the e-form
· The system will take you out of the form
· Go back to “My Tasks” and click on SIGN/APPV/REV next to your Federal W-4 form
· The system will take you back to an additional signature line and checkbox 
· After you have completed the electronic signature and checked the box, click on Submit


