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# Microsoft Edge 11 Steps

STEP 1

Navigate to the Home page.
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STEP 2

Click on the Profile icon in the upper right-hand corner.

STEP 3

Click "View Profile".
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STEP 4

Click on the Pay Icon.

STEP 5

Click on the Tax Elections tab.
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STEP 6

Click "Update" on Federal, State or Local depending on the change you would
 like to make.

STEP 7

Verify the information is correct and click "OK".
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STEP 8

Select the Marital Status from the drop-down options.

STEP 9

Fill out the appropriate information for withholding steps two through five.  In
 this example, we are designating $100 to the 'Extra Withholding' field.

6 of 7



STEP 10

Verify information is correct and click checkbox for "I Agree".

STEP 11

When finished, click "OK".  This will submit the election change to payroll to
 approve.
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