
NYIT Self-Service Application 
Changing your State Tax Information 

 
Employees	
  may	
  adjust	
  their	
  state	
  income	
  tax	
  withholdings	
  through	
  the	
  Self	
  Service	
  Application.	
  Withholding	
  status	
  and	
  
allowance(s),	
  including	
  any	
  additional	
  amount	
  withheld,	
  will	
  apply	
  to	
  all	
  active	
  employee	
  assignments.	
  Changes	
  made	
  
through	
  this	
  application	
  will	
  change	
  the	
  employee’s	
  official	
  NYIT	
  Personnel	
  Record.	
  
______________________________________________________________________________________________	
  

NYIT Self Service Applications → Tax Info → State Information	
  
______________________________________________________________________________________________	
  
	
  

1. From	
  the	
  Self	
  Service	
  menu	
  choose	
  ‘Tax	
  Info’	
  	
  

	
  
	
  

2. The	
  Tax	
  Form	
  page	
  will	
  load	
  with	
  the	
  employee's	
  federal	
  tax	
  withholding	
  selections	
  visible	
  and	
  a	
  link	
  to	
  the	
  state	
  
form.	
  	
  

	
  
	
  

3. Click	
  on	
  the	
  hyperlink	
  New	
  York	
  Withholding	
  Form(PDF)	
  -­‐	
  you	
  will	
  be	
  brought	
  to	
  a	
  PDF	
  form	
  on	
  the	
  
www.tax.ny.gov	
  website.	
  This	
  PDF	
  form	
  includes	
  the	
  ‘Allowance	
  Certificate’	
  or	
  IT-­‐2104	
  Form,	
  Instructions	
  on	
  
how	
  to	
  complete	
  the	
  form,	
  a	
  Worksheet	
  and	
  a	
  chart	
  for	
  taxpayers.	
  The	
  allowance	
  form	
  can	
  be	
  filled	
  out	
  online	
  
but	
  you	
  must	
  still	
  print	
  it	
  out	
  and	
  take	
  it	
  Payroll	
  for	
  processing.	
  	
  



4. Below	
  is	
  an	
  example	
  of	
  each	
  page	
  of	
  the	
  form.	
  You	
  will	
  be	
  allowed	
  to	
  type	
  information	
  in	
  the	
  blank	
  fields	
  below.	
  

	
  



	
  
Part	
  of	
  the	
  first,	
  and	
  the	
  entire	
  second	
  page,	
  of	
  the	
  IT-­‐2104	
  provides	
  instructions	
  and	
  assistance	
  with	
  completing	
  the	
  
form.	
  

	
  
	
  

	
  



	
  
	
  

	
  
	
  


