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Pay and Tax > Tax Updates  
The Tax Updates screen allows you to begin the process of updating your withholdings. Your current Tax 
Withholdings for Federal, State, and Local (if applicable) appear when you access the screen.   

 

If you need to change your Tax Withholdings and complete a new tax form, click on the Start Wizard button on the 
left-hand side of the screen as outlined above.  
Note:  Please read the message below Start Wizard to ensure you have the correct settings in your browser.   

Once you select Start Wizard, you are presented with the Tax Withholdings screen to start or sign out. To start a 
new form, click Start.  

 

You can then choose the jurisdiction by selecting the radio buttons and clicking on Continue. If you wish to 
change your Federal withholding, click on “Help me determine which withholding forms apply to me” and take the 
Survey.  
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Once the survey is complete, click on the Start icon in the Federal-Summary screen.  

 

You can click on the Back button if you made an error on your survey, or move forward and complete each section 
in the form by responding to questions on the screen and clicking the Next icon. Your progress is saved on the left 
side, and you can return to any section by using the Back button or the side menu.   

 

The next page gives you the following options:  

• “I want to use the worksheet to calculate roughly accurate withholding.”  
• “There are only two jobs total. The option is accurate or jobs with similar pay, otherwise more taxes than 

necessary may be withheld.”  
• “None of the above.”  

 

Select the desired option and click on Next. Depending on your selection, different options may appear. In 
the example below, “None of the above” was selected since the Forms and Instructions were already used 
to determine the withholding.  

Complete each section by responding to the questions on the screen and clicking on Next.  
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Once complete, you are able to view or print your completed W-4. You must also attest to the accuracy of the 
W-4 by clicking on:  

• “Under penalties of perjury, I declare that this certificate, to the best of my knowledge and belief, is true, 
correct, and complete.”  

• Enter your PIN in the box provided by entering the last 4 digits of your SSN.  
• Once complete, click on Submit Form.  

 

You receive a confirmation stating “Your form has been submitted. All sections are completed.” If you have 
additional jurisdictions to complete, follow the same procedures.  
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