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Your Personal Information 

Federal Tax Withholding Wizard

2. You will be redirected to the Federal Tax Withholding
Wizard page. Select Edit/Start from the tax tile.

1. To change your Tax Withholdings information, please access
the Federal Tax Withholding Wizard by navigating to Myself > 
Pay > Tax Withholdings or select on the W4 icon under 
Banners on the ADP Home Page. 
**You can also access and change your Tax Withholdings 
on the ADP Mobile App from your Smart Phone!

Quick Reference to Employee Self Service - W4 Changes

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.



Employee Self Service - ADP Workforce Now 
Federal Tax Withholding Wizard

3. The first page which displays is the Before
You Begin page.

A blank W-4 can be downloaded for
help with your selections and is offered as an
option to download throughout the Federal
Tax Withholding Wizard.

Select Next.

4. An Is This Information Correct? page displays.

Your address can be edited. 

If the name differs from the Social Security 
card, the user can still continue with 

completing the electronic W-4 process. SSN 
updates must be completed by the 

practitioner. 

Select Next. 

Quick Reference to Employee Self Service - W4 Changes

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.
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6. What is your filing/marital status?
page will display. After making 
your selection, select Next.

**Note: This is the marital status 
NKC uses for benefit vendors such 
as Prudential/401k.**

5. Are you a non-resident alien? page
displays.  After making a selection, 
select Next.

***Note: If non-resident alien was 
selected then restrictions apply when 
specifying marital status, allowances 
and you cannot claim tax exemption. 

Federal Tax Withholding Wizard

Quick Reference to Employee Self Service - W4 Changes

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.



7. Are you tax exempt? page displays.

After making a selection, select Next.

8. How many allowances are you
claiming? page displays. Enter how many 
allowances you are claiming. If you want 
to withhold additional taxes in addition to 
your number of allowances, enter that 
amount in dollars. 

If you need help deciding your selections, 
you can download the W-4 form for 
instructions and worksheets or visit 
https://apps.irs.gov/app/
withholdingcalculator 

After making your selections, select Next.
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Federal Tax Withholding Wizard

Quick Reference to Employee Self Service - W4 Changes

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.



9. e-Signature / W-4 Date Stamp page

Select the attestation that you 

electonically sign the document. You 

have the opportunity to print the 

completed form for your own records. 

Select Done and your changes will 

be submitted for approval.

Employee Self Service - ADP Workforce Now
Federal Tax Withholding Wizard

Quick Reference to Employee Self Service - W4 Changes

While NKC can provide instructions on filling out the W-4 form, we are legally prohibited from offering tax advice.
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