	
	Quick Reference Guide
Updating Tax Withholdings
ADP via SuccessFactors



Tax withholdings are updated in ADP via SuccessFactors.

	[bookmark: _Toc531687]Accessing SuccessFactors

	1. Select New/Current Employee Self Service from https://www.purdue.edu/hr/global/index.php 
2. Click SuccessFactors in the first paragraph or go to System Access Section and click Employee Launchpad (SuccessFactors) and ADP
3. Click Access Employee Launchpad
4. Log in using your Purdue Career Account ID and Password.
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	Locate and click the ADP tile
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	[bookmark: _Heading_2][bookmark: _Mass_Change_in]Update Tax Withholdings 

	Click Myself
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	Click Pay
Select Tax Withholdings
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	Click Start and follow the prompts to update your tax withholdings. Once you have completed the forms, you may download a copy of your tax forms for your records.
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Employee Self-Service @ Purdue Global

Employee Self-Service outlines the tasks employees can do. Employees can update personal information i "Well as access the recruitment process. They can complete time or time

Bloyees should review the New Employee section, while all employees will access

off requests, access tax information and review pay statements via SuccessFactors.

SuccessFactors and APL.

SuccessFactors, ADP witl

This takes you to the section that houses both Quick Reference Guides
(how to do tasks in the system) and access to the system.
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I System Access: SuccessFactors, ADP and APL

Purdue Global employees access three systems.

o The Employee Launchpad (SuccessFactors) is used to update their personal information and access ADP.
> The ADP tile within SuccessFactors is used for timekeeping, time off requests, pay statements and tax information,
= They will also update or review goals and complete the annual performance appraisal process.
 APLis used to log training/professional development or accept teaching assignments,

> OneLogin does not require a BoilerKey.

Click below to access SuccessFactors and ADP or APL and review appropriate quick reference guides, forms and more.
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Click here to Access Employee Launchpad (SuccessFactors) sl Also accesses SuccessFactors.

SuccessFactors Training Materials

* AQuick Video Tour of the New Homepage

« Apply to Job Posting (via Careers within SuccessFactors)
 Creating a Job Reauisition (Posting a Position)
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