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Log in to Employee Center. 
 
In the third section, click  
“View/Change W4 Form - Tax Withholding” 

 
 

A new tab will open in the browser. 
 
Click the small icon next to  
“Federal Tax Withholding”  

 



Instructions: How to Update Form W-4 in Employee Center 
 

Revised: 02/08/2021  Page | 2  

A pre-filled Form W-4 will open. Information may be edited as needed.  
 Required: Step 1 (c)  Select a filing status.  
 Optional: Steps 2-4 Visit IRS.gov or contact a tax professional for assistance. 
 Required: Step 5 Employees will virtually sign Form W-4.  
  Click “Continue” at the bottom of the screen.  

 



Instructions: How to Update Form W-4 in Employee Center 
 

Revised: 02/08/2021  Page | 3  

Read the statement. 
Click “Update” to electronically sign  
Form W-4 and submit it for processing. 
 
DO NOT submit a paper copy to Payroll. 
 

 
 

PLEASE NOTE: Due to payroll processing timelines, any changes submitted to 
the Payroll Department may take up to two pay cycles to be processed.  


