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STEP 1

Select Me.

STEP 2

Select Pay.




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STEP 3

Select Tax Withholding.

Note: If this option is not available, it means the tax withholding card is not generated by HR.


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STEP 4

Edit Federal Tax Withholding Card

Add State Tax Withholding Card

Edit State Tax Withholding Card


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STEP 5

Select the required Edit.


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STEP 6

If you have any questions regarding how to complete this form or what filing status to select, reference the
resources below from the Federal/State website:

Federal:

2020 Federal Form W-4

IRS 2020 W-4 FAQs

IRS Tax Withholding Calculator

State:

2020 State/Local Form IT-2104


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https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4
https://www.irs.gov/individuals/tax-withholding-estimator
https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf


STEP 7

If you have any questions regarding how to complete this form or what filing status to select, reference the
resources below from the Federal/State website:

2020 State/Local Form IT-2104

STEP 8

Update Tax Withholding Card, then select Save and close.




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https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf


STEP 9

This completes the guide.

STEP 10

Select  Add.


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STEP 11

Select Add Tax Withholdings.

STEP 12

If you have any questions regarding how to complete this form or what filing status to select, reference the
resources below from the Federal/State website.


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https://urldefense.com/v3/__https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf__;!!GqivPVa7Brio!N5X4vuP0XSwsS2a-ycBaHLYLsbHjk_90mnn8KOBCv58jWmLFs-KlMTCQTkXWfcSngC5UjQ$


STEP 13

Please select the state of your work location. Do NOT select the state you reside in if it differs from your work
location.

STEP 14

Update the required fields on the tax withholding card, then select Save and Close.
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STEP 15

This completes the guide.

STEP 16

Select the required Edit.


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STEP 17

Update Tax Withholding Card, then select Save and close.

STEP 18

This completes the guide.
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