
Enter/Update
Federal Tax Withholdings
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1. Go to https://workforcenow.adp.com/.

2.Click “MYSELF” in the navigation menu.

3.Navigate to “Pay,” then click on “Tax Withholdings.”

H O W  TO  G E T  S TA R T E D

4. Click “START” under Federal.

https://workforcenow.adp.com/


5. A sidebar will appear. To continue updating your federal withholdings online, click “NEXT.”

6. Verify your full name, home address, and Social Security number. Click “NEXT” if everything is correct.

Note: Please carefully review this information. If anything is incorrect, contact your payroll rep immediately.
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7. Continue through the questions as they appear below, selecting the response that applies to you, and clicking “NEXT” when 
each is complete.



9. If the other adjustments apply to you, enter below and click “NEXT.”
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8. If the following apply to you, calculate your withholding and claim dependents, then enter and click “NEXT.”



10. Review all the information as it appears on the W-4. If everything is correct, review the statement below and check the box.

11. Once you have clicked both statement boxes, the “DONE” button will illuminate, allowing you to complete the process.

Once you click “DONE," you will be taken to the Tax Withholdings screen where you will see your new withholding setup.

To update your State Withholdings, we highly advise that you visit the tax form section of our Candidate Information website  

at www.creativecircle.com/candidateinfo/#tax-forms-section to download a copy of your state form instead of updating through 
ADP. Once you have completed the necessary state form, email it to the Payroll Department at payroll@creativecircle.com for 
processing.
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http://www.creativecircle.com/candidateinfo/#tax-forms-section



