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Update Employee Tax Elections

Employees can edit and view W-4 withholding elections in Workday. Follow the steps below to update employee tax elections.

Update Employee Tax Elections

From your homepage:

1. Select Menu.

2. Select Benefits and Pay.

3. Select Withholding Elections.

4. Select Federal Withholding Elections.
5. Enter Effective Date, and Select OK.

6. Step 1—Enter Marital Status.

Note: Select View Blank Form to complete
manually

7. Step 2— Select Check Box, if applicable.

8. Step 3— Claim dependents, if applicable.

9. Step 4—Enter Other Adjustments, if applicable.

10. Step 5—Confirm Legal Notice, and select Check
Box to continue.

11. Select OK to save your changes.
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§ Claim Dependents

If your total income will be $200,000 of less (540,000 o less if married filing jointly):
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Other Adjustments
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