TOMAKETAXCHANGEBI ADP:

Loginto ADPat www.workforcenow.adp.comFromthe Myself tab, selectPay/TaxWithholdings

Youcanthen makechangedo your Federalor Statewithholding. SelectEDIT

Younavigatethroughthe FederaW4 screensand Statewithholdingscreensusingthe NEXTbutton




Eachscreenwill askyouto verify information andthis iswhereyou havethe opportunity to update
informationasyougo.

1. FilingStatus(SingleMarried, Headof Household)

2. TaxExempt? Thiswill not changefor the mostpart.
3. Multiple Jobsand ClaimDependents

4. OtherAdjustmentsincludingEXTRAVITHHOLDING

If youwant ExtraWithholding becausefor instance you did not withhold enoughlastyear,then you
would put the extra$$ amountyouwishto be withheld eachpayroll. This will be added to the already
calculated tax. i.e.if younormallyhave55.18withheld from your checkfor Federalandyouopt to add
anadditional25.00,the youwill have



