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Note: UAB Payroll Services employees are not allowed to give tax advice. 

COMPLETING THE 
FEDERAL TAX FORM 
To log in to  
Oracle HR & Finance 
• Navigate to the 

myUAB portal. 
• Click Oracle HR & 

Finance.  

Navigate to Online Tax 
Form 
• Click the 3-lined 

navigation button 
 in the top left 

of the Oracle 
homepage. 

• Choose UAB Self 
Service 
Applications. 

• Then select Online 
Tax Form. 

 

https://my.uab.edu/
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The Tax Form page will 
load 
• The employee’s 

current Federal Tax 
withholding 
selections are 
shown. 

• The default for a 
new employee is 
Single and 0 (zero) 
for both 
Allowances and 
Additional 
Amount Withheld.  

• To make changes, 
click Update. 

 

The Update Tax Form 
page will load 
• The employee may 

make any necessary 
changes on this 
page.  
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To obtain the Form W-4 
Worksheet that will assist 
in completing the form 
• Scroll to Step 4 

(optional) Other 
Adjustments. 

• Click the hyperlink 
IRS Federal W-4 
Form (PDF) 

 

After completing desired 
changes on the Update 
Tax Form page 
• Under Step 5 – Sign 

Here (Agreement 
for Signature), 
check the box  I 
Agree. 

• Click Continue. 
 

The Online Tax Form: 
Review page will load 
• Confirm that 

changes are correct. 
• Click Submit. 
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The Confirmation page 
will load 
• Changes have been 

applied. 
• Click Return to 

Overview. 
• The employee will 

receive an email 
stating that changes 
have been made. 

 

 

COMPLETING THE 
STATE TAX FORM 
To log in to  
Oracle HR & Finance 
• Navigate to the 

myUAB portal. 
• Click Oracle HR & 

Finance. 
 

 

Navigate to Online Tax 
Form 
• Click the 3-lined 

navigation button 
 in the top left 

of the Oracle 
homepage. 

• Choose UAB Self 
Service 
Applications. 

• Then select Online 
Tax Form. 

 

https://my.uab.edu/
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The Tax Form page will 
load 
• The employee’s 

current Federal Tax 
withholding 
selections are 
shown. 

• Click State to 
access the State 
Tax Form page.  

 

The State Tax Form page 
will load 
• The default for a 

new employee is 
“S” Claiming 
$1500 Exemption 
and 0 (zero) for 
both Allowances 
and Additional 
Amount Withheld.  

• To make changes, 
click Update. 

 
The Update Tax Form: 
State W-4 Form page will 
load 
• To obtain the State 

Withholding Form 
to assist in 
completing the 
State W-4 Form, 
click the hyperlink 
Alabama 
Withholding Form 
(PDF). 
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After completing desired 
changes on the Update 
Tax Form page 
• Under Agreement, 

check the box  I 
Agree. 

• Click Continue. 

 
The Online Tax Form: 
Review page will load 
• Confirm that 

changes are correct. 
• Click Submit. 
 

 
The Confirmation page 
will load 
• Changes have been 

applied. 
• Click Return to 

Overview. 
• The employee will 

receive an email 
stating that changes 
have been made. 

 

 

 


