
W-4 – Student Guide 
STUDENTS: We are unable to specifically advise you on what to claim for tax purposes. If you need 
tax advice please seek help from a parent/guardian or tax advisor. More information may be found at 
the IRS website. 

 

You have two choices for your W-4. 
 

1. You can choose to have taxes taken out. The amount of taxes taken out is decided by the total 
number of allowance you claim on line five. 

 
By placing a “0” on line 5, you are indicating that you want the most amount of tax taken out of 
your pay each pay period. 

 
If you wish to claim 1 for yourself instead, then less tax is taken out of your pay each pay 
period. 

 
The higher the number of allowance, the less tax taken out of your pay each pay period. (See 
Example 1, below) 

 
2. You can choose not to have taxes taken out of your pay by claiming Exempt (see Example 2). 

Please note: If you are a Federal Work Study student employee this does not automatically 
make you exempt from taxes.  
 

    
 
 
The address you write on your W-4 should be your current address. Please note that if you put your 
out-of-state home address other taxes may apply. Again, contact a parent/guardian or an 
accountant for further advisement regarding this issue. 

 
You may also change your W-4 at any time during the year. Print a new W-4 from the 
University website and submit to the Payroll Office. 

http://www.irs.gov/


Example 1 
 

Line 5 indicates 1 allowance. This means a certain percent of tax will be taken out of each pay 
period. 
  

 
 
 
 

Example 2 
 

Line seven indicates Exempt. This means no taxes will be taken out each pay period. 
 
  



 
The below line items on W-4 forms are required fields: 

 

1 – Employee’s name and address 

2 – Social Security Number 

3 – Marital Status (for withholding purposes) 
 
5 – Total number of allowances (leave line 7 blank) OR 

 

7 – “Exempt” (leave line 5 blank) 
 

 
 
Employee’s signature and date are also required. 

Employees claiming exempt on their W-4 will need to submit a new W-4 Form each year by February 
15th. If a new form is not received by this date, we are required to process tax withholdings based on 
“single with zero withholding allowances.” 

 

International Students: Under the terms of the international student F-1 visa status, you 
must claim only ONE allowance on Line 5 and CANNOT claim EXEMPT. 

 

For more information regarding how much taxes will be withheld, please see the Employer’s Tax 
Guide on the IRS Website. 

http://www.vanderbilt.edu/studentemployment/employers/SE2014W_4.pdf
http://www.irs.gov/pub/irs-pdf/p15.pdf
http://www.irs.gov/pub/irs-pdf/p15.pdf
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