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Editing Your Tax Information Via Desktop 
Document 2-6.  

August 6th , 2021 

 

Purpose of Activity 

To learn how to locate edit your tax information in Paylocity’s Desktop application. 

 

Background 

This process is necessary in order to have your correct tax information under your personal 
Paylocity account. 

 

Prerequisites 

You must have downloaded the Paylocity app onto your Android device and logged into your 
account.  

 

Calendar 

This process should be completed as needed 

 

Process: 

1. Expand the Pay section by clicking on More. 
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2. In the Pay tab, click on View/Edit Tax Setup. 

 
 

3. To edit your tax information, click on either your Federal Income Tax or State and Local Tax 
form hyperlink. 
 

 

4. Edit the necessary fields 
a. Filing status 
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b. Multiple jobs 
c. Dependents 
d. Other income 
e. Deductions 
f. Extra withholding and dollar/percent 

5. Click Save and Return. 

 

 

6. Click Save and Confirm. 
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7. You’ll see that your tax record was successfully saved. 
 

 

 


