
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

WORKFORCE ONE 
Viewing and Modifying My Tax Information 
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Accessing My Tax Information

1 Click the Show Menu icon . 
2 Navigate to My Account > My Tax Information

Information. 

Note: Your security profile must be set to allow access.  

Viewing and Modifying My Tax Information 

Use the My Tax Information screen to access your federal, state, and local tax 
information. This job aid describes how to the access and work with the screen. 

General: Contains 
rules applied to 

applicable tax sections. 
The settings are not 

specific to each 
employee. 

Federal: Contains 
Federal tax-related 

information and data 
from your W-4 form. 

State: Contains state-
related tax information 
and data from your stat 
withholding certificate. 

Local: Contains local 
tax information. 
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Accessing My Withholding Form 

1 Select My Account > My Forms > 
Withholding > My Withholding Forms 

A Add New Withholding Form: Click to create a new federal or state withholding form 

B View Withholding Form: Click to view/edit the form. Note: Forms can only be edited prior to 
submittal. 

C Status: Indicates the status of the form 

• New: Form has been created

• Employee Completed: Form has been submitted for approval

• Processed: Form has been approved and changes have been processed

Modifying your tax withholding forms

1 Click View Withholding Form to view an existing form or Add New Withholding Form to add 
a form. 

2 Complete the form fields as needed. 
3 Click Save. 
4 Click Submit Withholding Form to submit the form for approval and processing. 
5 On the Submit Withholding Form dialog box, enter your password, and click I Agree. 
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