
How to View/Change Tax Information in Paylocity 
1. Log in to Paylocity and navigate to the Self Service Portal from the main menu.  

 

 

 

 

2. Locate the $ Pay heading. Select More… from the bottom right. 
 

 

 

 

 

 

 

 

 

 

3. Select Tax Exemptions from the menu. This will show existing information for Federal Income Tax and State and 
Local Taxes being withdrawn. 
 

 

 

 

 

4. Here you can click the blue link to view and edit either Federal (FITW-Federal Income Tax) or your state specific 
tax. 

 

 

 
 

  



5. Selecting either link will allow you to edit Filing Status, Dependents, or Extra Withholding. Amounts for 
Dependents, Other Income, and Deductions can be found on the previous screen by clicking on View under Pre-
Filled W-4.  
 

 

 

 

 

 

 

 

 

 

 

 

6. If you have made any changes, select Save. If not, you can select Cancel.  
 


