
Federal Tax Withholding 

 
Introduction This guide provides the procedures on how to change a member’s Federal 

Tax withholding. 

 
Procedures See below. 
 

Step Action 
1 Select the Maintain Tax Data USA link from the Active & Reserve Pay 

Shortcuts. 

 
 

2 Enter the member’s Empl ID and then click Search.  

 
 

  

Continued on next page  



Federal Tax Withholding, Continued 

 
Procedures, 
continued 

 

 
Step Action 

3 The member’s current Federal Tax Data will display. Click the plus button to 
add a new row.  

 
 

  

Continued on next page 
  



Federal Tax Withholding, Continued 

 
Procedures, 
continued 

 

 
Step Action 

4 The Effective Date will default to the current date but can be updated. In the 
new system the change will occur during the current pay period vice the 
following month. Use the drop down to select the member’s Tax Marital 
Status. Then enter the number of Withholding Allowances the member 
claimed on their W-4 form.  

 
 

5 The Special Tax Withholding will default to None. Do not select the Do Not 
Maintain Taxable Gross and Do Not Withhold Tax option unless the member is 
a resident of and is stationed in Puerto Rico or Northern Marianas, and they 
indicated “Exempt” status on line 7 of their W-4 form. If the member has an 
amount to be entered in the FWT Additional Withholding field (Step 6), 
select the Maintain Taxable Gross; FWT Zero Unless Specified in “FWT 
Additional Withholding” option.  

 
 
Note: The Flagged For IRS is not an applicable field and the W4 Flagged for 
Transmission should not be checked. 

6 Enter the dollar amount (if any) of additional tax to be withheld per pay 
check (not monthly). This amount must be in whole dollars.  

 
 
Note: The W-4 Processing is not an applicable field and should not be used. 
The Special Tax Other is also a non-applicable field but Global Pay will 
automatically check the Exempt from FUTA box.   

  

Continued on next page 



Federal Tax Withholding, Continued 

 
Procedures, 
continued 

 

 
Step Action 

7 The Lock-In Details is a field only used by PPC. The Earned Income Credit 
and W-5 Processing are both non applicable fields and should be left as Not 
Applicable and None. Now, click Save.  
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