Adjust Tax Withholdings in Paylocity Self-Service

After using the IRS withholding calculator to determine the
appropriate amount of withholding amount for the current tax year,
log onto your Paylocity Self Service user account to update tax
withholdings and use the Check Calculator to determine how the
adjustments will affect your net pay.

¢ Log into Paylocity Self Service
https://access.paylocity.com/
Enter your Company ID, Username, and Password.

Please contact your Business Manager for assistance with
accessing your user account.

e Update Withholdings

When you log into Paylocity Self Service, you land on your self-service page which looks

like this screen print. Click on the down area in the Pay area:
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https://access.paylocity.com/

Click on the blue link that says More:
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Click on the blue Tax Exemptions link:
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From this page, you can click on the blue Federal or State tax links to update

withholdings:

Taxes
View / Sort | MName [ID] (Dept)
Personal Work Payroll Setup Pay Time Off Schedules Web Time Integration
Rates Earnings Labor Allocation Reminders
Taxes /
] Tax Code - Filing Status Exemptions 1 Exemptions 2 Ty
Married 1 /A Additional Hat
IN - Indiana SIMW Married 1] L1} Default
O | IN-MART - M MNiA 0 i} Default
On the Federal withholdings page, you can update Filing Status, Exemptions, and add
any additional flat amount you’d like to withhold for federal taxes:
Taxes  Tax Details Employee Nam
Personal ~ Work | PayrollSetup | Pay  TimeOff

Schedules Web Time Integration

Labor Allocation Reminders

Federal Tax Details

Tax Code FITW - Federal Income Tax ® Amount Type Additional Flat v
Tax Form Blank Federal W-4 F
Blank Federal V o Amount p—
® Filing Status Married
Percentage 0
* Exemption 1 1
Supplemental Check
Exemption 2 0

Reciprocity Code
Valid filing status codes are Single (S),

ot Warried (M), single Non-Resident Alien (NRA).
otes and married Non-Resident Alizn (NRM)

Use Supplemental Tax Rate - Code

WA



e Use Check Calculator to determine net pay

Select the Payroll Menu.

Select Check Calculator.
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Select the Taxes tab.

Update the withholding information, then click on the Preview/Summary tab to preview

how the changes will affect your net pay.

Home Employees HR  Payroll  Company Tax&Finance  Reports & Analytics  Tools  Notifications

Check Calculator : Test - Gross To Net  4/27/2018

Employee Name/IC

Setup  Eamings  Deductions | Taxes | PreviewSummary
Taxes
Tax Frequency B-BiWeeky

Line Items

Block 2 Tax Code Filing Status Exemptions Exemptions2 Amount Type Amount Percentage
O TFITW - Federal Income Tax Married 1 Additional Flat v 2700 0.00
O  TIN-Indiana SITW Married a 0 Default Amount - 000 000 -Seles
O TINMART - Marion, IN (Res) WA ~ 0 0 Defauit Amount v 0.00 000 | -Selec

- Select - v ~Select— v 0 0 — Select - v [ 0 |-Ssle




