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Changing your Income Tax Withholding in UKG 
 

 
Changing your Income Tax Withholding in UKG 
 
Income taxes are assigned in UKG based upon your home address. If anything was missed in 
your onboarding paperwork or if you change states in the future, you can follow the steps below 
in UKG to modify your state and/or federal taxes. 
 
These changes must be made in UKG. If you have any difficulty logging into UKG, please email 
support@ptsolutions.com for account reset assistance.  
 
Click on the Income Tax quick link (you may need to add it) on the UKG home page, or navigate 
to the UKG menu -> Myself -> Pay -> Income Tax 

   or    
 
Under "Things I Can Do" click on "Add/Change Withholding Form" 
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Choose which form you would like to Add/Change 

 
 
 
Complete all applicable sections on the Tax Form questionnaire and click next: 

 
 
Review your new withholding election, check the required acknowledgement, and click "Sign & 
Save". 

 
 
You may save or print a completed form for your records. 
 
Please reach out to hr@ptsolutions.com or payroll@ptsolutions.com with any questions 
regarding taxes or tax elections.  


