
How to complete 
and make changes 

on Payroll 
Documents











Direct Deposit 
Form

- Be sure to complete the Paulding County 
direct deposit form (located under Available 

Forms tab in Talent Ed)
-Form requires hand signature and dated

- Be sure that the account number listed on the 
Paulding County form matches the account 

number from the voided check/bank 
authorization form

-Be sure to upload a copy of your driver’s 
license or District ID Badge

All of these must be uploaded in order to 
participate in direct deposit



Federal Tax Form

- Be sure to complete Step 1 
boxes (a) (b) (c) 

- Be sure to read Step 2 to determine if you should 
check the box in (c) or leave it blank

- Step 3 & 4 are optional
- Be sure to add your handwritten signature in 

Step 5
- If you want to file exempt for Federal taxes, do not 

complete Step 1 (c), simply write the word 
“exempt” at the bottom of the form



State Tax Form

- Be sure to complete #1 a & b

- Be sure to complete #2 a & b

-Add your Marital Status from #3
(A. Single, B. Married Filing Separate or Married Filing 

Joint, both spouses working, C. Married Filing Joint, one 
spouse working or D. Head of Household)

into box #7 using a letter and total number of 
allowances from lines 4-5

- Box 6 is optional 

-If you wish to file “exempt” please check the box in 
#8 to complete a) or b)

- Be sure to add your handwritten signature & date



CHANGES
(after new hire paperwork has been completed)

Log into Talent Ed

01
Select what type of change 
you need to make:

-Change Direct Deposit

-Change W-4 Tax Form

-Change G-4 Tax Form

02
Upload all required 
documentation

03
If more required action is 
needed, you will be notified 
through Talent Ed to make 
this change

04



Payroll Contacts

alandrum@paulding.k12.ga.us

mailto:jashipp@paulding.k12.ga.us
mailto:alandrum@paulding.k12.ga.us
mailto:jcrofts@paulding.k12.ga.us
mailto:jbarnette@paulding.k12.ga.us
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