
  
   

   
 

   
    

       
    

      
     

   
 

 

        
    

-- New York State --

PAYROLL 
ONLINE 

Self Service 

Time and 
Attendance 

View 
Pay.check 

SUNY HR 
Self Service 

Hov,er ov,er icons to see function.al1ty 

NYS Payroll Online 
Office of the NYS Comptroller 

110 State Street, Albany, NY 12236 
osc.state.ny.us/payroll/nyspo.htm 

Update Tax Withholdings 
NYS Payroll Online (NYSPO) provides you with the ability to review and maintain your 
own tax withholding information. You can submit your federal Form W-4 (federal 
withholdings) and NYS Form IT-2104 (state and local withholdings). 

NOTE: New employees must submit paper W-4 and IT-2104 forms through their 
agency’s Office of Human Resources or Payroll Office when initially employed by New 
York State. However, subsequent changes can be made on NYSPO, once granted 
access. 

A. Log in to suny.edu/hrportal. 
B. Click NYS Payroll Online. 

NOTE: If you have never logged into NYSPO before, please see the NYSPO Enrollment 
and Access job aid or contact your Office of Human Resources. 
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https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf
https://www.osc.state.ny.us/payroll/nyspo/enrollment_access.pdf
https://www.osc.state.ny.us/payroll/nyspo/enrollment_access.pdf
https://suny.edu/hrportal


   

011,ce of 1he S101e Comptroller Now Yo,t,; 51010 Comp1rollet ('.'.i:\ 
Online Services -.., ''"'""'"~ 

NYS Payroll Online 
NYS Payroll Online ll:lCI 

lllm..l'lly.<bill 
View your past and present pay stubs. 

~~S) 
View your direct deposit account details. 

l1llhRl[lno 
Opt rrvout of receiving printed pay stubs and/or W-2s . 

Home I Sign out I Terms of Use 

Payroll News a::a 
2019 W-2s are avallable on NYSPO 

The 2019 W-2 became available on NYSPO on January 10, 2020. 

If you choose to go paperless after January 8, 2020, you will be mailed a 2019 W-2 and your election will be effective beginning with the 2020 W-2 Issued In 
2021. 

.!,!JK!ate Tax Withholdings 111111111111111 

View and update your Federal, State, and Local tax withholding information. ◄◄ .. ---■ 
~ 
View and print your past and present W-2s 

1-lpdate Email Addresses 
View and update your email addresses. 

How Can We lmRrove This Site? 
Take a quick survey and share your thoughts. 

NYS Payroll Online Help ll:lCI 

NYS Payroll Online Availability 
24 hours a day, 7 days a week 
Maintenance Downtime: 3rd Sunday of the Month 

D:oubleshooting..GJ.l.ide 

'"11>..Aioi 

~--1Dlllllllillll 

Of Interest.. ll:lCI 

You may be able to file your taxes online for FREE! 

If you'll be reporting income of $69,000 or less on your 2019 personal income tax return, you may be able to electronically prepare and file your income tax 
returns for free. To make sure you aren"t charged a fee, use the NYS Tax and Finance website to access FREE software for both your federal and state 
returns. To learn more, visit ~y.~ and click on Free Fite. 

o E-fillng Is the fastest and easiest way to file your return. 
o Online tax software is safe and secure. 
o Most e-filers get their refunds two weekS sooner than paper filers. 

Public employee 414(h) retirement contributions and New York City flexible benefits program (IRC 125) 

C. Click Update Tax Withholdings in the left menu. 

C 

2 



   
 

 

of !he Stare Compiroller No:tW 't'o,1, 510111 Comp1roller ~ 

Online Services -.., ''"""""~ 

NYS Payroll Online 

2020 W-4 Withholding Certificate 

NYS EMPLOYEE 
STATE0FNEWY0RK 

Employee Number. NO 

complete lhe infomr.a~on below to a<ljusl lhe amount of lax withheld from YOU' pay_ We recommend 
you first complete lhe WOfksheels found on federal Form W-4 and NYS Form IT·2104 to deloonine lhe 
tolled number of allowances lo claim. Please note lhat your state and local allowances may be 
dillerentlhanyourfederal alowances 

1®·19248·HlltuM:::tiH: 
Does your name match lhe name on your sOCial secunty card? If not, to ensure you get credit !or your 
earnings, contact SSA at BOO-n2-1213 or goto~ 

110 STATE STREET 
ALBANY NY 12236 

Federal Form W-4 
Federal W-4 Form and Instructions W!.fm:m 

®SingleorMarriedlilingseparatety 

0 Married filing jointly (or Qualifying widow(er)) 

OHeado1Househokl 
{Check only if you a,e unmanied and pay more lha11 half lhe cost of 
keepingupahomeforyourselfandaQUa™ngindividual). 

IW·R Mi@lt%Mli-·M ❖ If 

complete lhis step if you (1) hold mOfe lhan one job at a time, Of (2) are married flltog jointly and 
you, spoose also WOfks The cOfrect amount ol withholding depends on Income earned from al 
thesejobs 

D Multiple Jobs Of Spouse Works 

If your Income will be 5200,000 01 less ($400,000 or less if married nnna Jointly): 

MultiplylhenumberofQUaN!yingchildfenunderaoe 17byS2,000 r-
Multiply the number of other dependents by 5500 r-
0lher tax credits r-
Tolal 

liiHl•O:IAi mf\it:Mdfi 

{a)Olherlncome 

{bl Deductions 

(c)ExtraWilhholding 

Utt'filMmfi!UM! fllMMI: • 

r­
,-----­
,------

I ctalm exemption from withholding fortheyearf""2020' and I certifY that I meet 

BOTH of the lollowtna conditions for exemption: 

1 Lastyearlow-ednolederalincometax. 
2 This yea, I expect to owe no federal Income tax_ 

D Check this bo1 ii you meet both conditions to claim e1emption from tax withhokfing 

Under penalties of perjury, I deda,elhat ! tiave ellamined this certificate and tolhe best of 

my mow1e<1ae and belie!, ii Is true, C01Tecl, and complete 

NYS Form IT-2104 
NY State IT-2104 Form and lnslractions 11:lliM 

This certificate, Form IT-2104, is completed by an employee and submitted ootine to .istrud lhe 
employer how much New York state (and New York City and Yonkers) tax lo withhold from the 
employee's pay. The more allowances damed lhe lower the amount ol tax witlVleld 

You caooot use Form IT-2104 to dam exemption from withhotd.ia. To claim exemption from income 
tax withholding, you must file Form IT-2104-E. Please contad your payroll administra!Of fOf additional 
infom1alion. 

Indicate Marital status: @ Single Of Head or Household/ OMarried 

Married,butwithhoklathighersinglerate 

Enter-total number of state allowances you are claiming: 

Additional stale amount, If any, you want withheld from each paycheck: C--0:00 

AteyouaresidentolNewYorkCity? OYes @No 

Areyouaresidento!Yonkers? OYes ®No 

Enter total number of local allowances you are claiming: [D 
Additional local amount, if any, you want withheld from each paycheck: ~ 

Penalty - A penalty of $500 may be imposed !Of any false statement you make Iha! decreases lhe 
amooot of money you have withheld from your wages You may also be subject to aiminal penalties 

Sa,o 

Rerum to NY$ Pavrol On1 .. e 

Home I S~noul I TermsofUse 

Bi] New Window D http 

From this page you can modify your federal, state, and local tax withholding information. 
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Update Federal Withholdings (Federal Form W-4) 
Change any applicable information: 

1. Change your Filing Status. 

• Select the radio button for either “Single or Married filing separately,” 
“Married filing jointly (or Qualifying widow(er)),” or “Head of Household.” 

2. Multiple Jobs or Spouse Works checkbox. 
3. Enter amounts to Claim Dependents. 

a. Qualifying children under age 17 
b. Other Dependents 
c. Other Tax Credits 
d. Total – the ‘Total’ is updated to reflect your changes as you enter amounts in 

the fields. After modifying and saving changes, only the ‘Total’ value will be 
displayed under ‘Claim Dependents.’ 

4. Enter Other Adjustments 
a. Other Income 
b. Deductions 
c. Extra Withholding - This is additional tax you want withheld each pay period 

Example:  If there is $100.00 in the ‘Extra Withholding’ field, then $100.00 will 
be withheld from every paycheck. 

NOTE: To save a Federal Form W-4 with a single filing status and no adjustments, 
select the ‘Single’ radio button under Filing Status, enter ‘0’ (zero) in Step 3: Claim 
Dependents, and click ‘Save’. 

Claim Exemption from Federal Withholdings 
To claim exemption, you must meet the following conditions: 

• Last year you had a right to a refund of ALL federal income tax withheld because 
you had NO tax liability, and 

• This year you expect a refund of ALL federal income tax withheld because you 
expect to have NO tax liability. 

5. Check this check box to affirm that you meet both conditions and want to claim 
exempt status. 
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Federal Form W-4 
Federal W-4 Form and Instructions: W4 Form 

Filing Status 

@ Single or Married filing separately 

0 Married filing jointly (or Qualifying widow(er)) ◄◄~--------------
0 Head of Household 

(Check only if you are unmarried and pay more than half the cost of 
keeping up a home for yourself and a qualifying individual). 

Step 2: Multiple Jobs or Spouse Works 

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and 
your spouse also works. The correct amount of withholding depends on income earned from all 
these jobs. 

8 View Instructions 

D Multiple Jobs or Spouse Works 

Step 3: Claim Dependents 

8 View Instructions 

If your income will be $200,000 or less ($400,000 or less if married filing jointly): 

Multiply the number of qualifying children under age 17 by $2,000 ,...l_:::::::::====:I ◄ 

Multiply the number of other dependents by $500 [ J ◄ 
Other tax credits [ ] ◄ 

Total ◄◄..,_ ____ _ 

Step 4: Other Adjustments 

8 View Instructions 

(a) Other Income 

(b) Deductions 

(c) Extra Withholding 

Claim Exemption from Withholding 

L 
L 

I claim exemption from withholding for the year [ 20201 and I certify that I meet 

BOTH of the following conditions for exemption: 

1. Last year I owed no federal income tax. 

2. This year I expect to owe no federal income tax. 

D Check this box if you meet both conditions to claim exemption from tax withholding 4◄----

Under penalties of perjury, I declare that I have examined this certificate and to the best of my 

knowledge and belief, it is true, correct, and complete. 

1 

2 

3a 
3b 
3c 
3d 

4a 
4b 
4c 

5 
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Message 

Warning -- Exemption from Federal Withholding Tax (29000,38) 

By checking this box, there will be no federal income tax withheld from your paycheck(s) going forward. This could 

cause you to owe federal income tax when your income tax return is filed . 

....._I[ _o_K _II--◄ -

NOTE: Claiming an exemption from Federal withholdings will result in zero taxes being 
withheld from your paycheck(s). This may cause you to owe federal income tax when 
your income tax return is filed. If you do not wish to claim the exemption, uncheck the 
check box from step 6 before saving this page. 

6. Click the OK button to confirm acknowledgement of claiming a federal 
exemption. 

6 
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Update New York State Tax Withholding 
Change any applicable information: 

7. Change your Marital Status. 
NOTE: Select the radio button for either “Single or Head of Household / Married, 
but withhold at higher single rate” OR “Married.” 

8. Enter total number of State Allowances you want to claim. 
9. Enter an Additional State Amount to be withheld. 

NOTE: You cannot claim exemption from NYS tax withholding through NYSPO. To 
claim this exemption you must file Form IT-2104-E. 

Update Local Tax Withholding 

Change any applicable information: 
10. Indicate if you are a resident of New York City. 
11. Indicate if you are a resident of Yonkers. 
12.Enter total number of Local Allowances you want to claim. 
13.Enter an Additional Local Amount to be withheld. 
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NYS Form IT-2104 
NY State IT-2104 Form and Instructions: IT-2104 
Employee's Withholding Allowance Certificate 

This certificate, Form IT-2104, is completed by an employee and submitted onltne to inslruct the 
employer how much New York State (and New Yori< City and Yonkers) tax to withhold from the 
employee's pay. The more allowances claimed the lower t11e amount of tax withheld. 

You cannot use Form IT-2104 to claim exemption from withholding. To claim exemption irom income 
tax withholding, you must iile Form IT-2104-E. Please contact your payroll administrator for additional 
inlormation_ 
New York State Tax Withholding 

Indicate Marital Status: • Single or Head of Household I Married 

Married, but withhold at higher single rate 

Enter total number or state allowances you are claiming: LJl◄◄a---1 
Additional state amount, if any, you want withheld from each paycheck: [ O.O~ ◄◄a---1 

Local Tax Withholding 

Are you a resident of New Yori< City? Oves 
... 

• No 

Are you a resident of Yonkers? OYes • No ... 
... 

n~ Enter total number or local allowances you are claiming: 

Additional local amount, if any, you want withheld from each paycheck: [ 0.0~ ◄ 

Penalty --A penalty of $500 may be imposed for any false statement you make that decreases the 
amount of money you have withhe'ld from your wages_ You may al.so be subject to criminal penalties 

Save 

Return to NYS PaY.roll Online 
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Penalty -- A penalty of S500 may be imposed for any false statement you make Iha decreases the 
amount of money you have withheld from your wages. You may also be subject to criminal penalties. 

Return to NYS Payroll Online 

Office of the State Comptroller New Yoric State Complroller@-

Q n Ii ne Services Thomo,P.DiNopoli1~ I 

"'~ 

NYS Payroll Online Home I Sign out I Terms of Use 

,§,JNewWindow 

Tax Withholdings 

Save Confirmation 

t/' Your change was successfully saved. 

However, due to timing, your change may not be reflected on the next paycheck_ 

~-◄-

Penalty -- A penalty of $500 may be imposed for any false statement you make that decreases the 
amount of money you have withheld from your wages. You may also be subject to criminal penalties. 

ll Save I 
Return to NYS Payroll Online 

Save All Changes 
Changes to your tax withholding information can only be made once per day through 
NYSPO. Be sure to double check any changes before saving them in the system. If you 
enter inaccurate information you will not be able to correct it using NYSPO until the next 
business day. If you need to make a change on the same day, please contact your 
Payroll Administrator. 

14.Click Save at the bottom of the page to save all changes to your tax information. 
NOTE: Penalty notification for false statements can be found above the Save 
button. 

14 

15.Click OK to return to the Tax Withholdings page. 
NOTE: Due to timing, your changes may not be reflected in your next paycheck. 

15 

NOTE: After returning to the Tax Withholdings page, you will notice that the Save 
button has been greyed out. This is because you can only make only make changes to 
your tax withholding information once per day. 
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Online Services \ I 
• .... •· 

NYS Payroll Online Home I Sign out I Terms ot Use I 

Federal Form W-4 
Federal W--4 Form and Instructions: Wlionn 

Slngle or Manwd flllng separately ~ 

Man1ed flllng Jointly (or Qulllltylng wklow(or)) 

Head of Household 
(Check only If you are unmam Tax data can only be updated once a day. (27001, 11) 

keeping up a home for yourset 

Tax withholding can only be updated once a day through self service. Please contact your Payroll Administrator if you .. .. need further updates to your withholding today. 

Complete this step If you ( 1 ) hold more than one Job at a 
OK your spouse also works. The correct amount of withhold 

these,Obs. 

0 W!w 1astr:uctlons 

Multlple Jobs or Spouse Works 

""=== 

NOTE: If you return to the Tax Withholdings page AFTER tax withholdings are 
modified and saved, you will immediately receive a message informing you that it can 
only be updated once per day. If you need further updates to your tax withholdings on 
the same day, please contact your Payroll Administrator. 

10 



       

    
 

 
 

     

 
 

      
 

 

   
 

Federal Form W-4 
Federal W-4 Form and Instructions: W4 Form I .-◄ .... -• 

Filing Status 

• Single or Married filing separately 

Married filing jointly (or Qualifying widow(er)) 

Head of Household 
(Check only if you are unmarried and pay more than half the cost of 
keeping; up a home for yourself and a qualifying individual). 

Step 2: Multiple Jobs or Spouse Works 

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and 
yam spouse also works. The correct amount of withholding depends on income eamed from all 
these jobs. 

NYS Form IT-2104 

This cert1ificate, Form IT-2104, is completed by an employee and submitted online to instmct the 
employer how much New York State (and New York City and Yonkers) tax to withhold from the 
employee's pay. The more allowances claimed the lower the amount of tax withheld. 

You cannot use Form IT-2104 to claim exemption from withhol:ding. To claim exemption from income 
tax wirthholding, you must file Forrm IT-2104-E. Please contact your payroll administrator for additional 
information. 
New York State Tax Withholding 

Penalty --A penalty of $500 may be imposed for any false statement you make that decreases the 
amount of money you have withheld from your wages. You may also be subject to criminal penalties. 

Save 

I Return to NYS Payroll Online I,.◄.,..-• 

Other Information on the Tax Withholdings Page 

1. Link to the federal W-4 form and instructions. 

1 

2. Link to the NY State IT-2104 form and instructions. 

2 

3. Click Return to NYS Payroll Online to return to the NYS Payroll Online Home 
page. 

3 
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Payroll Online ll:lCI 

llw,hy.<bill 
View your past and present pay stubs. 

~~$) 
View your direct deposit account details. 

l12..f'llRO.[[oll 
Opt In/Out of receiving printed pay stubs and/or W-2s. 

.!J.Rdate Tax Withholdings 
View and update your Federal, State, and Local tax withholding information. 

llim.W,2 
View and print your past and present W-2s. 

.U.p,date Emal! Addresses 
View and update your email addresses. 

How Cao We Improve This Site? 
Take a quick survey and share your thoughts. 

NYS Payroll Online Help ll:lCI 

NYS Payroll Online Availability 
24 hours a day, 7 days a week 
Maintenance Downtime: 3rd Sunday of the Month 

D:oubleshootlng..G.u.ldi 

~ 

~--1DllHmlllil>n 

Payroll News a::a 

2019 W-2s are available on NYSPO 

The 2019 W-2 became available on NYSPO on January 10, 2020. 

If you choose to go paperless after January 8, 2020, you will be mailed a 2019 W-2 and your election will be effective beginning with the 2020 W-2 issued in 
2021. 

Update Tax Withholdings - 2020 Form W-4 

The 'Update Tax Withholdings' page is now available. This page has been updated to reflect the new ~,__EmRIQ~ng~. 

For frequently asked questions, please see the JRS.:....EAQ_Rage for the 2020 Form W4. If you have additional questions, please contact your Payroll Office. 

NOTE: It is recommended that you evaluate your tax withholdings to ensure your information is up to date. The IRS provides a~~ to 
perform a ·paycheck checkup." This assists with ensuring you have the appropriate amount of tax withheld from your paycheck 

Of Interest ll:lCI 

You may be able to file your taxes onllne for FREE! 

If you'll be reporting lnoome of $69,000 or less on your 2019 personal Income tax return, you may be able to electronically prepare and file your Income tax 
returns for free. To make sure you aren't charged a fee, use the NYS Tax and Finance website to access FREE software for both your federal and state 
returns. To learn more, visit www..t.ax._oy,9Q'i and Cliek. on Free File. 

o E-filing is the fastest and easiest way to file your return. 
o Online tax software is safe and secure. 
o Most e-filers get their refunds two weeks sooner than paper filers. 

Public employee 414(h) retirement contributions and New York City flexible benefits program (IRC 125) 

Sign Out 
For security purposes, you should always sign out of NYSPO when you are finished 
viewing or updating your payroll information. Close all open browser windows when 
finished. Your pay stub or W-2 will remain open until you close the browser window, 
even if you log out or are timed out of NYSPO. 
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