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 ePay Self Service W-4 Information Job Aid 

The ePay Self Service W-4 Information functionality allows employees to view and update 
their W-4 Information for the current Calendar Year.  Step-by-step instructions are outlined 
below. 

1.   Access the District’s home page at  
http://www.palmbeach.k12.fl.us/ 

 
 

2. On the right side of the page is the 
EMPLOYEE SELF SERVICE link.  Click 
to access the PeopleSoft Login page.    
(If you receive a message about enabling 
cookies, please clear your cache and 
return to Step #1. 
If you receive an error message about 
security, please click Sign Out and return 
to Step #1.) 

 

 First time users, click on Forgot 
Password link to retrieve your login 
information.  

 
 Please click on Forgot Password link if 

you have forgotten your password, or do 
not know your login information. 

The District’s PeopleSoft Login page appears. 
 

3.   Enter your User ID and Password, and 
then click on the Sign In button.   

The PeopleSoft HCM Main Menu for Employee 
Self Service appears.  The number of menu items 
will vary based on your level of security access. 

 
4.   Click on the Payroll and Compensation 

link. 
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The W-4 Tax Information page appears.  You 
can review and/or update your current 
information.  

 
6. If you wish to obtain detailed 

information regarding W-4s, please 
click on the www.irs.gov link, which 
will take you to the IRS website. 

7.  If you wish to change the number of 
Allowances you are claiming, 
Additional Amounts to be withheld, 
and/or change your Marital Status, 
please specify these changes in the 
W-4 Tax Data section. 
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You can update your W-4 Tax Data and/or 
Claim Exemption. 

 
8.   If you are changing your Withholding 

Rate, and/or if your last name is 
different than your Social Security 
card, then please check the 
appropriate box. 

9. If you are Claiming Exemption, and 
meet the stated conditions, then 
please check the appropriate box. 

10. Once all changes to your W-4 Tax 
Data have been made in this page, 
please click on the Submit button.  If 
you do not, then your changes will not 
be submitted nor saved. 
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The Payroll and Compensation Menu 
appears.  From this menu, you can view your 
paycheck, change your direct deposit 
information, and update your W-4 tax 
information. 
 

 
5.  Click on W-4 Tax Information link to 

review your current W-4 information. 
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The Verify Identity page appears. 
  
11. Please confirm that your User ID 

is displayed correctly and enter 
your Password to confirm your  
W-4 changes. 

12. Click on the Continue button. 
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The Submit Confirmation page appears. 
  
13. Click on the OK button to confirm 

your changes. 
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You are taken back to the W-4 Tax 
Information page. 
 

 

If you have any questions regarding your access to PeopleSoft or navigation, please 
contact the IT Service Desk at  (561) 242-4100 (Px44100). 
 
If you have questions when entering your W4 information, please call Payroll at (561) 434-
8944 (Px48944) or email Epaygroup@palmbeachschools.org for assistance.  
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