How to change your direct deposit information

Login to ADP Workforce Now and select Myself — Payment Options
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In Payment Options, you'll have two options: 1) Edit your current direct deposit bank account
information; 2) Add a new direct deposit bank account

Home Resources ~ Myself ~ People ~ Process ~ Reports & Analytics ~ Setup ~
o
Payment Options
Sun, Ken Tax ID

ITBUSANA - IT Business Analyst
INFTEC - Information Technology (Department)

How do you want to be paid? You can split your pay between any combination of accounts.
C) Reveal account details £ Pay statement settings
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Change Direct Deposit Information

To change your current direct deposit bank information, hit edit and then enter your bank

information. Select if you would like a specific amount or percentage deposited to the account.

When finished, click done.
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Add a Direct Deposit Bank

To add a direct deposit bank account, click add bank account and enter your bank information.

Select if you would like a specific amount or percentage deposited to the account. When
finished, click add.
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Once any changes of direct deposit information or bank additions are submitted, it goes to
Accounting for approval. They will review the submissions within a few days.



How to change your tax withholding information
In ADP Workforce Now, select Myself — Tax Withholdings
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On the Tax Withholdings page, you can add or edit your federal or state W-4 information.
For your first time setup, you will need to complete the federal tax form and then the state tax
form. After the initial setup is complete, you will be able to edit both forms.

>l NBER

Home Process ~ Reports & Analytics ~

Resources ~ People ~
Tax Withholdings

Sun, Ken &3

ITBUSANA - IT Business Analyst
INFTEC - Information Technology (Department)

Tax ID

Massachusetts

Federal
W-4

M-4

& VIEW SAVED TAX FORMS

Setup ~



When you click add or edit, you will be prompted to enter your personal information. You will
have the option to print the completed form for your records. Once that is complete click done.

Federal Tax Withholding

Before You Begin

Beginning with 2020, the Federal Withholding Form W-4 is
significantly different from prior versions. It’s recommended
that you download and review the form, instructions, and
worksheets prior to completing this process.

& Download a blank copy of Form W-4

After you review the instructions, you can fill out your Form
W-4 using this convenient tool. Complete the form so that
your employer can withhold the correct federal income tax
from your pay. The IRS recommends that you complete a
new Form W-4 when your personal or financial situation
changes.

If you need assistance completing your Form W-4, consult
your tax professional.

Changes or additions made to your withholdings forms are not subject to approval.



Changing your address

To change your home address in ADP, navigate to Myself and click on Profile.
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Effective January 1, 2023, CVS Caremark® *, an independent company, will be administering pharmacy benefits on
behalf of Blue Cross Blue Shield of Massachusetts. More information about this change can be found on this page.
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Once in your profile, click on view more under the personal information box.
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This will open a side window where you are able to change your personal information.
Scroll down to address information and add or change any fields. Once you are finished with
your changes, hit save.
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