
There are two options to fill out a W-4 Form. In option one, you can choose to claim allowances (dependents) to be withheld 

for your taxes. In option two, you can choose to claim exempt. Below are examples of how to fill out both options.   

In box 5 please place the number of 

allowances (dependents) you are 

claiming to be withheld for your taxes. 

You may also withhold an extra dollar 

amount in box 6 if you choose. 

(Not required) 

You may NOT claim box 5 and 6 WITH 

Box 7. 

Everything in yellow 

MUST be filled out. 

One of the 3 options 

MUST be selected in 

box 3 (highlighted in 

red). 

You may choose to 

select box 7 if you 

wish. To do this 

you may ONLY 

choose box 7 and 

cannot have 

anything in boxes 

5 and 6.  You must 

write EXEMPT in 

box 7.  

Everything in yellow 

MUST be filled out. 

One of the 3 options 

MUST be selected in 

box 3 (highlighted in 

If you need assistance calculating the 

number of allowances (dependents), 

please visit the following link to the 

IRS website to use their Withholding 

Calculator at: 

http://www.irs.gov/Individuals/IRS-

Withholding-Calculator 

If you have further questions on how to fill out your W-4 form, please contact Paula Quay in the Payroll department. 

Paula Quay  Phone: (435)797-1058   Email: paula.quay@usu.edu  


