
How To Review/Edit Your 
Tax Information



• Start from HOME

• Click on ‘My Profile’ button in the Quick 
Actions tile

Desktop
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• Your HR Record will Open

• Click on ‘Pay’ tab

• Click on ‘Tax Setup’ link

• Please review your:

• Federal Income Tax Withholding 
(FITW)

• State Income Tax Withholding 
(SITW)

• To edit, click the blue Pencil icon 
on the far-right side of the screen
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• Please read the information box about Tax 
Code on the left-hand side of your screen

• Enter in your [updated] elections in the 
Mint Green boxes on the far-right side
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• If you have any questions about what 
information can be entered into the 
corresponding value boxes, click on the      
icon to get a detailed explanation from the 
IRS’s website

• For any assistance on what information 
you could enter into the value boxes, 
please consultant a Tax Professional to get 
their legal and professional guidance

• When complete, click the orange ‘Save’ 
button 
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• You will be asked to Save and Confirm your 
changes

• Please read carefully

• Click ‘Save & Confirm’
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