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1. Select Me to display  
your employeefunctions

2. ClickPay



ESS – Managing My TaxWithholdings

3. Click TaxWithholding
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4. Select the Federal or 
Regional (State) tab.

Enter your withholding 
information 

OR

Click the Pencil to Edit your 
existing withholding.



ESS – Managing My TaxWithholdings

5. If adding State withholdings, 
click on the Regional Tab and 
then hit the Add button.

6. Select State Taxes



ESS – Managing My TaxWithholdings

7. Select MI 
from the State 
dropdown list
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8. Enter your State withholding
Details
- If you are claiming dependency

exemptions enter the number
of dependents you wish to
claim in the allowances box

9. Agree to the declaration  
statement

10. ClickCreate
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11. Once your Federalor Regional 
(State) withholding details 
have been entered, click Edit 
on either tab to make any  
necessary updates.

note- to see updates made, you must  
agree to the declaration, hit  

submit and then view the form 
by clicking on the tab name 
(Federal or Regional (State).



A sample of the form for  
federal W-4 and state w-4  
are shown here. The  
federal shows an  
additional $50.00 in  
withholding. You can see  
your entries on the form  
by clicking on Federal  
under the heading Form in  
the federal section for tax  
withholding.

A sample of the state form  
shows an additional $5.00  
in withholding as well. You  
can see this by clicking on  
MI under Forms in the  
Regional section for tax  
withholding.
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12. To enter for the first time or  
update your Federal tax  
withholding details, click the  
Federal tab then click the 
Edit button.
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13. Enter your Federal withholding
details



ESS – Managing My TaxWithholdings

14. Agree to the declaration statement

15. Click Submit

End of Procedure
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