
TAX WITHHOLDING 
 

Changes are not able to be made the Sunday through Wednesday of pay week.  Changes need to 
be made prior to Sunday of pay week.     

 
1.  Click on Employee Self-Service/Pay/Tax Withholding. 

 

 
 
 

2.  Click on the arrow next to Federal Income Tax Withholding to chance your W-4.   
(PENNSYLVANIA STATE TAX WITHHOLDING IS A FLAT 3.07% OF STATE TAXABLE WAGES.  No 
changes can be made.)   

 
 

 



3. Make any necessary changes in Section 1 (c) and Sections 2-4.  Click the “Continue” button. 

 

 

 
 

4.  A Dialog box will come up.  Click “Update” to make the changes. 
 

 
 
 
 
Some information for updating this form: 
 
Before completing the 2020 Form W-4, please read the instructions that are included with the form by 
clicking the W-4 Instructions link at the bottom of the electronic form. Steps 1 and 5 must be completed. 
Complete Steps 2 through 4 only if they apply to you. Doing so will make withholding more accurately 



match tax liability. Step 1 is for personal information; Step 2 is for households with multiple jobs; Step 3 
is used to claim tax credits for dependents; Step 4 is for other adjustments (additional income such as 
interest and dividends, itemized deductions that exceed the standard deduction, and extra tax you want 
withheld); and Step 5 is where signature is required and will be electronically signed and dated when 
you submit the form. 

The IRS takes employee privacy seriously and suggests that, if there is a concern about reporting 
multiple jobs in Step 2 or other income in Step 4(a), to use Step 2(a) or (b) or enter an additional 
withholding amount in Step 4(c), respectively. To determine the additional withholding amount, 
employees can use the IRS's Tax Withholding Estimator (www.irs.gov/W4App).  To effectively use the 
estimator, it is helpful to have a copy of the most recent pay stub and tax return. 

http://www.irs.gov/W4App

