
How�to�change�your�“W�4�Form”�
through�the�employee�portal�(SAP).�
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1 - Click on the "Employees" tab

Go to: http://www.dadeschools.net
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2 - Click on "Login
to Employee
Portal"

3 - Please input
your "Username
and Password" to
access the
employee portal.
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4 - In the Employee
Portal, click on the
"ERP" tab.

5 - Click on the
"Employee Self
Service" Tab

6 - Click on "Payroll"
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7 - Click on "W-4
Tax Withholding"

8 - Click on "Edit" if
you would like to
change your "W-4
form" or "Exit" to
leave your W-4
status as-is.
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9 - Complete the fields on the "W-4" screen. *Note: If you are
"Exempt" of any Federal taxes, please select the appropriate "Tax
Exempt Indicator" (selections are listed below)

"Tax Exempt Indicator"

10 - Click on the "Declaration" box

11 - Click on the "Review" button
to review the changes.
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12 - Once you have reviewed your
changes, please click "Save" to
confirm all changes.
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13 - Please check that you have received
this message.

14 - Click on the "Go to Employee..."

Note: This section reflects
changes made on your
"W-4 Form"

15 - If you wish to
exit the system,
please click the
"Logoff" button.
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