
 

 

 

 

This Guide will provide step by step instructions on how to change your federal and state withholdings. 

 

**NOTE: It is highly recommended that you consult a tax professional and download the form(s) for reference before 

making any changes to your federal and state withholdings. ** 

 

Step 1: Navigate to ADP: https://workforcenow.adp.com/workforcenow/login.html 

Step 2: Enter your credentials (set up during open enrollment) 

Step 3: Click under Myself   

 

 

 

 

Step 4: Click on Tax Withholdings which is under the Pay category 

 

Step 5: Under Federal click Start 

 

 

 

How to: Change your tax information 

(withholdings) 

https://workforcenow.adp.com/workforcenow/login.html


Step 6: Read the information and Download the w4 form (if necessary) then click Next 

 

 

Step 7: Carefully review the personal information and click Next 

 

 

Step 8: Answer the non-resident alien question and then click Next 

 

 

Step 9: Answer the maritial status question and click Next 

 



Step 10: Refer to Section 7 of the form (if you downloaded it) and answer the tax exempt withholding question and click 

Next 

 

 

Step 11: Enter the total # of alloweance you’re claiming (refering to your form) and any additional amount you want held 

from each paycheck (if applicable) then click Next 

 

 

Step 12: Thoroughly review the document for accuracy then check the box to confirm everything is correct. If it’s not 

correct you the previous button to go back and fix it. Print the completed form now for your records, then click Done 

 

 

Lastly you’ll get a notification letting you know if you want to update State withholding to do that individually. 

 



 

 

Next, if you’d like to update your state withholding you’re taken right to that screen (if you don’t want to, you 

can logout at this point) 

 

Step 1: Click Start under California 

 

 

Step 2: Review the information and download the form for reference and click Next 

 



Step 3: Reviewing the information for accuracy and click Next 

 

 

Step 4: Answer the filing/maritial status question then click Next 

 

 

Step 5: Review the California Tax Exempt policy and make a selection then click Next 

 

 

Step 6: Using the form as a reference select the # of allowances from Worksheet A & B and any additional amount you 

want withhold (if applicable) then click Next 

 

 



Step 7: Reviewing the form thoroughly to be sure it is accuracte, use the previous button if you need to make any 

changes. Print the completed form now if you wish to have it for your records. When you’re confident the information is 

correct check the box to confirm and click Done.  

 

 

 

You’re finished, you’ll see that the CA form is pending review and approval 

 

(Once approved you’ll get an email from a DoNotReply@cbhi.net email confirming it’s been approved) 

 

Please logout of ADP at the top right of the screen 
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