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Update Tax Withholdings 
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*Please note that this functionality works best on the Internet Explorer browser 

*Upon submission of your tax forms, your User ID must be entered in all CAPITAL LETTERS 
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Update Tax Withholdings (W-4) - Federal  
1. After successfully logging into PeopleSoft HR, click on the Payroll tile.  

 

2. Select the Tax Withholding option. 
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3. The Tax Withholding page displays. Select Form Type Federal. 

 

4. Select Federal Withholding Allowance Certificate. 

 

 



 

Human Resources Shared Services Page 4 of 13 Revised: October 28, 2021 

5. A Warning message will appear. Click OK to continue. 

 

6. Federal Withholding Allowance Certificate will download. At the bottom of the 
page, select Open to open file. 

 



 

Human Resources Shared Services Page 5 of 13 Revised: October 28, 2021 

7. W-4 Withholding Certificate PDF will open. Please note that Employee Information, 
such as name, address, and social security number, will automatically populate based 
on your current HR information in PeopleSoft. Instructions on how to complete the 
form are on Page 2. 
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8. Complete all necessary information on the form. When you are done, click on the green 
Submit button on the bottom of the form.  

 

9. A Windows Security prompt will appear. Enter your PeopleSoft User ID and 
password. This will serve as your signature. User ID must be entered in all CAPS. 
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10. After a few moments, if all information is entered correctly, a Successful message will 
appear, along with a copy of the completed Employee Withholding Certificate. You 
can save the PDF to your computer or print a copy for your records.  

 

11. Your Federal Withholding information is now updated and will be reflected in the Tax 
Withholding page in PeopleSoft. Please allow 1-2 pay periods for changes to 
display on your paystub. 

 



 

Human Resources Shared Services Page 8 of 13 Revised: October 28, 2021 

Update Tax Withholdings (IT-2104) – State & Local  
1. After successfully logging into PeopleSoft, click on the Payroll tile. 

 
2. Select the Tax Withholding option. 
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3. The Tax Withholding page displays. Select Form Type State. 

 

4. Select New York Withholding Allowance Certificate. 
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5. A Warning message will appear. Click OK to continue. 

 

6. New York Withholding Allowance Certificate will download. At the bottom of the 
page, select Open to open file. 
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7. IT-2104 Withholding Certificate PDF will open. Please note that Employee 
Information, such as name, address, and social security number, will automatically 
populate based on your current HR information in PeopleSoft. Instructions on how to 
complete the form are on the bottom of the page. 
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8. Complete all necessary information on the form. When you are done, click on the green 
Submit button in the middle of the form. 

 

9. A Windows Security prompt will appear. Enter your PeopleSoft User ID and 
password. This will serve as your signature. User ID must be entered in all CAPS. 
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10. After a few moments, if all information is entered correctly, a Successful message 
will appear, along with a copy of the completed Employee Withholding 
Allowance Certificate. You can save the PDF to your computer or print a copy for 
your records. 

 
11.  Your New York Withholding information is now updated and will be reflected in 

the Tax Withholding page in PeopleSoft. Please allow 1-2 pay periods for 
changes to display on your paystub. 


