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Signature on W-4 Form  

APTAWEB 12047  

 

Introduction 
 

A “Sign” button was added to the bottom of the W-4 document (Federal and State).  This allows users 

to electronically sign their W-4 forms. This option can be found in My Aptafund > Employee Self-

Service > My Deductions.  Employees can now use an uploaded signature to sign and date the 

Federal and State W-4 to electronically sign the forms. 

 

Adding a Signature 
To create a signature file, please see the User Signature Upload Tech Doc from the 2022.03.04 

Release. 

 

Once the signature file is created, go to My AptaFund > My Signature. 
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When My Signature is selected, the screen shown below on the left is displayed.  Click on Select 

Files, then find and select the signature file that was previously created.  Once the signature has 

been selected, the file name will show on the screen (see sample screen shown below on the right).   

 

           

 

Click the Save button and the signature should display on the screen (see sample screen below). 
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Changing the W-4 Form and Signing the W-4 Form 
Employees can go to My AptaFund > My Deductions and select New Federal W-4 or New 

State W-4.  Make the necessary changes to the W-4 Form and then click on Sign.  A pop-up 

box will be displayed where the employee should enter their name in the Consent Name 

box exactly as it is shown in the “Name to Enter” field and click on the Sign button in the 

pop-up box. 
 

 

 

After the employee clicks the Sign button, their signature will be shown on the Employee’s 

Signature line and the date will automatically be shown in the Date field on the W-4 Form.  

Next, the employee can click on the Submit button to submit the changes. 
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Signing the W-4 Form if no Signature has been Uploaded 

If no signature has been uploaded, when the employee clicks the Sign button, they will enter 

their name in the Consent Name box exactly as it is shown in the “Name to Enter” field and 

click on the Sign button in the pop-up box.  The program will display the employee’s name in 

printed form in the Employee Signature field along with the current date in the Date field on 

the W-4. 
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If the employee makes a mistake when entering their name in the Consent Name box, an 

error message will be displayed:  “Invalid Consent Name!  Please make sure to write your 

first name, middle initial and last name in that exact order.” 
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Error message: 

 

 

 

 

 


