Changing your tax status using NYCAPS Employee Self Service

Changing taxes in NYCAPS ESS

You can use NYCAPS Employee Self Service (ESS) to change the following tax statuses:
+ Federal and State/City marital status.

+ Federal and State withholding allowances.
+ Federal, State, and City additional amount.

You cannot use ESS:

+ To claim exempt.
+ To claim 10 or more federal allowances.
+ To claim 14 or more state allowances.

To claim exempt or a high number of allowances, you must use a paper application to change your tax
withholdings. Fill out the appropriate forms:

+ Personal and Tax Data Change form

+ W-4 form if you are claiming more than 10 withholdings or tax exempt.
+ 1T-2104 form if you are claiming more than 14 withholdings.
+ 1T-2104-E form if you are claiming tax exempt for the state.

+ Withholding Certification Affirmation

Important: If you work in more than one job for the DOE (e.g. as a teacher and on a per diem basis), any changes
you make to your taxes will be applied to all of your jobs.

To update your tax withholding using NYCAPS ESS:

1. Loginto NYCAPS ESS here: nyc.gov/ess. After you log on, you will see the following screen:
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http://schools.nyc.gov/NR/rdonlyres/B35B5D66-D31A-4361-B416-5B969C6F6B1F/174093/5061form1.pdf
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http://www.nyc.gov/ess

2. Click the Pay and Tax Information link, and then click Tax Withholding.
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3. The below screenshot shows that there are multiple, active jobs. If you have multiple active jobs, the tax
withholding changes you make will apply to all paychecks.
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4. You can review your current your tax withholdings by selecting either payroll bank.

Note: On January 23, 2015, your tax withholdings for all payroll banks will be the same as your regular pay.
If you make a change, it will change ALL payroll banks.

5. Click the Change Withholding Info button toward the bottom of the page.



Employee’s Withholding Allowance Certificate

Employes 1D
Hame
Payrall Num 742 (ED PEDAGO )

Job Seq Mum [JISH] l

Tou have multiple active joba.
Any changes made te withholding allowances will be applied to your paychecks
in the following payroell numbers: T47(ED FER SES T) and 742 (ED FEDAGO Qb .

Currant Withholdings Info
Federal
Tax Marital Status : Single
Withholding Allowances : 0
State/Local
Tax Status : Single
Withheolding Allowances : 0
Additional ameunt withheld from each paycheck
Federal: $20.00

State: $15.00

| Cnange withhaidings Info_|

Tax Marital Status of 'Single’' applies to both "Single’
as well as ‘Married but withholding at a higher Single Rata’.




Employee's Withholding Allowance Certificate
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Currant Withholdings Info

Faderal

Tax Maritsl Status ; Single
‘Withhalding Allswances @ 0

State/Local

Tax Status 1 Sngle

Withhaldisg Allswaneas ; [
Additional amaunt withhaeld from sach paycheck

Fadaral: $30.00

State: $15.00
Local; -

Tax Marital Status of "Single' appliss to both *Singla’
as wall ma 'Married but withholding at a highar Single Rate’.

There may be a valid resson for changing your withholding allowances ssvesal
Eiman a year. If you submit four or mora changes in & calendar year, your agency
will sand information to OPA, who may then forward it ts tha IRS or ¥YS for roview.

New Withholding Allowancos info

Ploasas anter the sew Withhalding Allawance Information. Enter il fislds that will ba changing.
All blask fialdd will ramain unchanged from thelr arglnal valuss.

Faderal 1
Tax Marital Status:
Single ® Married Married, but withhold at higher Single rate
Withholding Allowances: |
State/Local:

| Tax Marital Status:
| Single % Married

Withholding Allowances: 1

Additianal amount withhald from sach paycheck ;

Federal; 50 State: 50
None Additional NYC Additional Yonkers
Additional Amgunt withheld from each check: §

A n n =

|__SubmitChanges | [ Clearinput | [ Cancei |

To change your Marital Status, select the appropriate button. To change your Withholding Allowances,
enter a number in the Withholding Allowances field(s). To change your Additional Withholding, enter a
dollar amount in the Withholding Allowances field(s).

Note: The None radio button ONLY refers to Additional NYC or Additional Yonkers additional Amount
withheld.



Payrall Mum T4 (ED PEDAGO G
Iob Sog Num (F5N) ]

Currant Withhaldings Info
Fadaral
Tax Maritsl Status @ Singis
Withhalding Allowances © 0
State/Local
Tax Status ; Single
Withhalding Allowances | [
Additional amount withheld frem asch paycheck
Fedarak $20.00
State: $15.00
Local: -

Tax Marital Btatus of *Bingle' applies to both "Single’
an wall as ‘Married but withholding at m highar Single Rata’.

There may be a valid reason for changing your withholding allowances several
times & yoear. If you submit four of more changus in & sslondar year, your agenszy
will mand information o OFA. who =ay than forward it to the IRE or NYS for raviow.

| New Withholding Allawanea Infa

Floase amtar the new Withholding Allawanes information, Enter sll Fields that will be changing.
All Hank Nalds will remain unchanged from their ooiglaael values,

Pageral 1

Tax Marital Status:
Single #® Married Married, but withhold at higher Single rate

Withholding Allgwances: 1
State/Locall |
Tax Marital Status:
Single @ Married
Withholding Allowances: 1
Additional amount withhald from ssch paychsck ©
Federal: $0 State: §0
Wone © Additional NYC Additional Yonkers
Additional Amount withheld from each check: $

Additional Information gn completing W4 and I1-2104
[ SubmitChanges | [ Ciearinput | [ Cancei |

7. Click the Submit Changes button at the bottom of the screen.

8. Review the current withholdings to ensure that you entered in the options correctly.
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9. Click the check box in the Withholding Allowances Terms and Agreement.

10. Enter the last four digits of your SSN, and then click the Certify/Confirm button. This will submit and save

your changes.
Note: You will get a confirmation email that you made a change to your taxes.



11. The next page shows current and pending changes. Review for accuracy.

Employee’'s Withholding Allowance Certificate
Hame
Payroll Hum 742 (ED PEDAGD Q)
|_Mab Seq Numn (J5N) 1
Currant Withhaldings Info Pending Withholdings Info
Fadaral Fadaral
Tax Marital Status : Single Tax Marital Status : Single
Withhalding Allowances @ 0 Withholding Allowances : 0
State/Local State/Local
Tax Status : Singhe Tax Status 1 Single
Withhalding Allowances : O Withholding Allowances 1 O
Additional amount withhald from each paycheck Additional ameount withheld from sach paycheck
Fadaral: $20.00 Federal: $20.00
State: $15.00 State: $15.00
Local: - Additional NYC WithHelding: $10.00

Effective Date: 12/15/2014
Doc Mumbar: 0543082

| Remove Pending Record |

12. Changes will be queued for processing. It takes two pay periods for the changes to be reflected on your
paycheck. To cancel or change your request, click the Remove Pending Record button.
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