
ESS – Managing My Tax Withholdings

1. Select Me to display your 
employee functions

2. Click Pay
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3. Click Tax Withholding
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4. Begin by Adding your State
withholdings if applicable 

OR

Editing your Federal
withholdings
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5. If adding State withholdings, 
enter the applicable state
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6. Enter your State withholding 
details

7. Agree to the declaration 
statement

8. Click Save
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9. Once your State withholding 
details have been entered, click 
Edit to make any necessary 
updates.
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10. To enter for the first time or 
update your Federal tax 
withholding details, click the 
Federal Edit button
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11. Enter your Federal withholding 
details

12. Agree to the declaration 
statement

13. Click Save

End of Procedure


