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CREATE REQUEST 

This is where you create and submit a request. 

• Select the type of Request from the dropdown list. NOTE: Federal Tax Requests have been updated in order to 
accommodate the new 2020 W4 information including withholding amounts instead of number of exemptions. 

• Enter a date in the Date field or select the date using the calendar. 

• If you have multiple jobs, select the correct one from the Job dropdown list. 

• Enter a message in the Message field, if necessary. 

• Click Send Request to submit the request.  


