
1. Click the UItiPro icon on your desktop.

2. Choose Myself from the Main Menu.

3. Choose Income Tax from the Pay category.

4. Click Add/Change Withholding Form (W-4).

UltiPro: Change W-4 Job Aid
This job aid is intended for NSM employees to utilize when changing W-4 information in UltiPro. 
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5. Click Employee’s Witholding Allowance Certificate (W-4).

*Note:  Fields marked with an astric * are required.

6. Select the appropriate Filing Status.

7. Enter the total number of Allowances.

8. Click Next.
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9. Click the checkbox to declare that the information is true, correct and complete.

10. Click Sign & Save.
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