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Global Payroll for 
Active Duty and Reserve  

 
FED TAX Change 

SPO Input 
 



Entering FED Tax change in Global Pay 
as a SPO clerk (CGHRS user) 

Select “Maintain Tax Data USA” link 
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“Maintain Tax Data” member 
look up page 

Enter mbr “Empl ID” and click “Search” 
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Adding a new federal tax row 
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From the “Federal 
Tax Data” tab Click 
“+” to add a new row 
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Entering changes to a 
member’s federal tax election 
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“Effective Date” 
Defaults to current 
date. 

“Tax Marital Status” Select 
the marital status from the 
drop down 

“Withholding Allowances” 
Enter the number of 
allowances claimed by the 
member on the W-4 form 

Joe Coast Guard 1234567 



Entering changes to a 
member’s federal tax election 

(continued) 
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“Special Tax Withholding” 
This field defaults to None. 
Change it to "Maintain gross 
option” if "Exempt" status 
indicated on Line 7 of Form 
W-4. Do not click the Do Not 
Maintain block unless the 
member is a Puerto Rico or 
Northern Marianas resident 
who is stationed in Puerto 
Rico / Northern Marianas. 

“W-4 Processing” This field 
defaults to None. 
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“FWT Additional Withholding”  
Enter the dollar amount of 
additional tax to be withheld 
monthly.  This amount must be 
in whole dollars. 



Entering changes to a 
member’s federal tax election 

(continued) 
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“Special Tax Other” Exempt 
From FUT, Global Pay will 
automatically check this field. 

“Lock-In Details” The fields 
in this block are not applicable 
and will not be used by the 
USCG application. 

Click “Save” 

Joe Coast Guard 1234567 

“Earned Income Credit” 
Leave default entry of "Not 
Applicable"   

“W-5 Processing Status” 
Not applicable. 



“State Tax Data” row is automatically 
populated after entering federal data 

8 

Joe Coast Guard 1234567 



Earnings and deductions page before 
pay calc is run 
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Federal tax 
withholding 
before change 
($128.54) 



Earnings and deductions after pay calc 
has run 
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Federal tax 
withholding 
after change 
($56.01) 



Accumulators before pay calc is run 
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Federal tax 
year to date 
withholdings 
before change 
($899.78) 



Accumulators after pay calc has run 
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Federal tax 
year to date 
withholdings 
after change 
($827.25) 
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