
Rensselaer Self-Service Information System  
NY State Tax Form Instructions 

 
Note: If you are a resident of New York City or Yonkers, you will need to complete a paper Form IT-2104. 

Log into the Rensselaer Self-Service Information System 
Click on the HR/Payroll Menu tab 

Click on Tax Forms 

Select Tax Form State Tax Exemptions/ Allowance for the New York State IT-2104 

 

Your current New York State Tax withholding will be displayed. To change your withholding click Update 
at the bottom of the page 

 



 

 

Instructions for completing the Form IT-2104 can be found on the Finance website. 

- Enter Status 
- Enter Effective Date 
- Enter Filing Status 
- Enter Total number of allowances you’re claiming, IF Any 
- Enter Additional amount withheld from each paycheck, IF ANY 

Click Certify Changes 

 

You will need to acknowledge the change you are making by clicking OK, this is your electronic 
signature. 

 

 

 

 



You will then see the following message confirming your request was successfully processed. 

 

_____________________________________________________________________________________ 

Please note that the changes you have made will not show in the summary of withholdings until after 
the effective date that you entered. 

 

Other Helpful Information about your NYS elections: 

 

Two helpful options at the bottom of State Tax Exemptions/ Allowance are History and Contributions or 
Deductions. 

 

 

History will show your past New York State Tax withholdings elections. 

 

 



 

Contributions or Deductions will show you your total deductions by month with a yearly total. If you 
would like to see prior years, simply change the date range you would like to see. 

 


