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Update Federal Tax Withholding 

NOTE: You must use an Internet Explorer browser to ensure the form opens in Adobe Reader correctly.  

From the Employee Self Service Homepage, select My Payroll. 

 

Select W-4 Tax Information. 
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Click anywhere on the Federal tax row. 

 
 

Click on Federal Withholding Allowance Certificate. 

 
 

Click OK to download tax form. 
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The W-4 will open in a separate window.  Update marital status, allowances, and/or additional amount, 
then click Submit. 

NOTE: If you would like to have a copy for your records, you may print the PDF after submitting the form 

 
Return to Employee Self Service and click on W-4 Tax Information to refresh page.   
 

 
 
View updated tax withholdings. 
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NOTE:  If you claim 10 or more withholding allowances or exempt from withholding, the request will go 
to pending status.  It will be reviewed and approved by payroll to ensure taxes are updated in the 
current pay period being processed. 
 
Update State Tax Withholding 

NOTE: You must use an Internet Explorer browser to ensure the form opens in Adobe Reader correctly.  

From the Employee Self Service Homepage, select My Payroll. 

 

Select W-4 Tax Information. 



ESS Job Aid: Tax Withholding   
 

5 
Revised 5-3-19 

 

Click anywhere on the State tax row. 

 

Click on Wisconsin Withholding Allowance Certificate. 
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Click OK to download tax form. 

 
The W-4 will open in a separate window.  Update marital status, allowances, and/or additional amount, 
then click Submit. 

 
NOTE: If you would like to have a copy for your records, you may print the PDF after submitting the form  
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Return to Employee Self Service and click on W-4 Tax Information to refresh page.   
 

 
 
 
View updated tax withholdings. 

NOTE:  If you claim 10 or more withholding allowances or exempt from withholding, the request will go 
to pending status.  It will be reviewed and approved by payroll to ensure taxes are updated in the 
current pay period being processed. 

 

Out-of-State Taxes 
 
The system only allows state tax updates for employees living in Wisconsin.  If you live in Minnesota, 
Illinois, or Michigan, you will need to submit the appropriate tax form(s) to your agency payroll 
specialist.   
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Additional Resources 

 
If you have further questions about any of the topics presented in this Job Aid, additional resources are 
available at https://dpm.wi.gov/Pages/Managers_and_Supervisors/HcmJobAids.aspx  

 

https://dpm.wi.gov/Pages/Managers_and_Supervisors/HcmJobAids.aspx

