
Quick Reference Guide: 
How to View or Update State Withholding   

Purpose: 
This Quick Reference Guide (QRG) explains how to update your state tax withholding in 
WaveWorks. Carefully select the deduction start date, as it directly affects your net pay. After 
submitting your changes, you can download and print a PDF for your records. 
 
Step-by-Step: 

1. Navigate from 
your Me tab and 
select the Pay 
icon. 

  
 

2. Once the Pay 
page displays, 
select the Tax 
Withholding 
card/box. 

 
 
 
 
 
 

 

3. The Tax 
Withholding 
page displays. 
Select the 
Regional tab 
to update your 
state taxes. 
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4. On the 
Regional tab, 
review the 
current state 
taxes.  
 
Click the Edit 
(pencil) icon to 
update existing 
taxes, or click 
the + Add 
button to add a 
new state tax. 

 
 
 
 

 

5. The State 
Taxes page 
displays. Enter 
the required 
details, ensuring 
you select the 
appropriate date 
for when 
deductions 
should begin on 
the paycheck.  
 
Once complete, 
click Submit. 

 
 
 

 

6. Click the 
Forms link to 
view the 
updated state 
information. 
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7. The state 
withholding 
PDF displays. 
You can 
download or 
print a copy for 
your records. 

 

 
    

 
 

 


