
Employee Self Service-
W-4 Withholding Certificate

1



Microsoft Authenticator (MFA)
Access to PeopleSoft from remote locations (off - 
campus) requires Microsoft Authenticator (MFA)
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Example: Approving purchases, submitting absence and 
timecards, approving a workflow, etc.

UTRGV uses Microsoft Multifactor Authenticator (MFA) to 
keep our information and applications secure.

For more information please visit: https://utrgv.edu/mfa

http://www.utrgv.edu/peoplesoft/go-live-readiness/index.htm
https://utrgv.edu/mfa


Log In
1. Navigate to https://my.utrgv.edu

2. Type in your credentials

3. PeopleSoft may be found in the 
Applications section of your MyUTRGV 
Homepage.
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https://my.utrgv.edu/
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Navigate to Employee 
Self Service and look 
for the tile 'Payroll and 
Compensation'
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The 

Select W-4 Tax 
Information

Notes:

UTRGV Payroll Department staff is not authorized to provide tax 
guidance; however, if you require clarification regarding the steps 
or navigational instructions when completing the W-4, we will be 
glad to provide a walk-through. 

Please contact us at 956-665-2558 or email payroll@utrgv.edu. 

For tax advice, please consult with your tax professional.
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Notes:

Steps 1 & 2:  Pertain to the filing tax status; check all 
boxes that apply.

Please read through the W-4 carefully and make the 
selections that apply to you personally. The Payroll 
Department will not contact you regarding your 
preferred selections.  

The selections made under the ‘Filing Status’ and 
‘Multiple Jobs or Spouse Works’ sections will remain in 
perpetuity until you apply any edits.
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Notes:

Step 3:  Enter the total amounts of dependent credit 
you are claiming. 

Step 4:  Add any additional amounts you would like 
withheld from each paycheck.

The amounts entered under the ‘Claim Dependents’ 
and ‘Other Adjustments’ sections will remain in 
perpetuity until you apply any edits.
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Notes:

Claim Exemption from Withholding: 
This section outlines the conditions for withholding 
exemptions. Please review them carefully. If you meet the 
exemption requirements, check the box. If you do not meet the 
requirements, do not check the box (leave it unchecked). 

By claiming this exemption on your W-4, no federal income 
taxes will be withheld from your payroll checks.  This means 
that you may owe taxes and penalties when you file your tax 
return with the IRS.

The ‘exemption’ is valid for only one calendar year and it will be 
reset to 'single and zero' during mid-February of each calendar 
year. You will be notified by the Payroll Department via email 
when the reset occurs.

Last step: 
Once you have verified that your elections are accurate, 
click on the "Submit" button to complete the process. 
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Submit Confirmation will appear, click 
OK
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Click on the Home Button to 
return to the PeopleSoft 

Homepage
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You may Sign Out of 
PeopleSoft by selecting 
the Actions List, then 

select Sign Out



Congratulations!  

You have successfully completed this topic. 

End of Procedure.
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