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Introduction 
AptaFund has a new feature where employees have the ability to fill out a W-4 form online and submit it 

to the payroll administrator, as well as print a copy. This option can be found under My AptaFund > 
Employee Self-Service > My Deductions. 

When a new W-4 form has been submitted by an employee, an email can be scheduled to go out to any 

user who has the permission to approve a deduction set. The user can view and accept the changes by 
going into Human Resources > Deduction Change Requests. 

My AptaFund > Employee Self-Service > My Deductions 

From the My AptaFund > Employee Self-Service menu, select My Deductions. 

 

Figure 1: My AptaFund Menu Showing the New My Deductions Option 

 

On the screen shown below, click on New Federal W-4 to display, populate and submit the new W-4 

form. From this screen W-4s can be viewed, deleted, or printed. 

 
Figure 2: My Deductions Screen 
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Make Changes to the W-4 Form and Submit the New W-4 Form 

Make the necessary changes to the W-4 form, and click Submit. Employees can print the form after 
submitting. 

  

 

Figure 3: W-4 Form – Ready for Changes 

 

Setup Scheduled Jobs to Email Approvers when Requests are Submitted 

Approvers — i.e., Payroll Manager or Administrator, Fund Administrator, or any user who has the 

Deduction Assignment – Approve permission level — can be notified via email when a W-4 form is 
submitted by an employee. To configure it, go to Administration and click Scheduled Jobs, and 

configure the job called Employee Deduction Request Reminder Emails. 

 
Figure 4: Scheduled Job – Employee Deduction Request Reminder Emails 
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Human Resources > Deduction Change Requests 

On the HR, Payroll & ESS menu, select Deduction Change Requests. Select the employee deduction 
change request record. Note: Only Fund Administrators, Payroll Administrators or Payroll Managers can 

approve or reject the W-4 Change Requests. 

 

 

Figure 5: Deduction Change Request 

 

Approve the W-4 Change Request 

Click the Approve button to approve the W-4 changes. Once the W-4 changes have been approved, the 

record will disappear from the Deduction Change Request screen, and the employee’s New deduction set 

will be updated with the changes. AptaFund will approve the deduction set with the new settings 
automatically. 

 

 
Figure 6: Approving the W-4 Form 
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Reject the W-4 Change Request 

Click on the Reject button to reject the W-4 change request. Enter a comment in the Rejection Reason 
Comment field, then click OK. If Reject was selected by mistake, click Close in the Rejection Reason 

popup, and then either select the Approve or Close button on the W-4 screen. 

 

 

Figure 7: Rejected W-4 Comments 

 

After a W-4 change request is approved or rejected, the employee will get an email explaining what 

happened.   


