
Updating your W-4 

 
Reliable – Personal –  Patient   

Respectful – Empowering – Responsive 

 

Tools/Systems Ultipro 

Notes: How to make changes to your W4. 

 

1. When logging into Ultipro navigate to the pay section. 

 

2. Select Income Tax 

 



3. To the right select “Add/Change Withholding Form (W-4) 

 
4. Select “Employee’s Withholding Certificate (W-4) 

 

 

 

 

 

 

 

 

 



5. Fill out the form as it applies to you. Please note, if you have any questions on what you should select you will 

need to consult a personal tax advisor. 

 

6. Select next. Review the information filled out on your W-4. Select the box, then sign and save. 

 

7. Your W-4 is now updated. You can view it in the “Current Withholding Forms” section. Please note it can take 1-
2 pay periods to see these changes reflected. 

 

Contact NA SSC l 8:00 am—8:00 pm CST I (855) 557-3247 I Submit a Ticket 

https://ghrp.gv.sec.samsung.net/shcm

