Getting Started: Update Tax Elections

Employee

SELECT OR UPDATE TAX WITHHOLDING ELECTIONS

You can easily select or change your W-4 withholding elections in the
Workday system by following the steps below:

1. Click the Pay application & onyour Home page

Pay

2. Click the Withholding Elections button in the Actions section

Actions

| Withholding Elections |

3. Select which Election you wish to review (Federal or State) —a blue
line will appear under your selection

Federal Elections State Elections Local Elections Tax Allocations

Company 645 lowa Department of Transportation

Complete Federal Elections

Weeker  First LastMame (ID #)

Compary %  w 645lows Depaniment of

EHfectiveDate *  02/20/2020 5]

Click OK to Continue

Complete or Modify information using the available prompts. Be sure

to complete all required fields — noted by a red asterisk

Click the box next to | Agree

Click the OK button to complete the update

W-4 Data

Effective Date

Lock In Letter

Payroll Withholding Status
Multiple Jobs or Spouse Works
Total Dependent Amount
Other Income

Deductions

Extra Withholding

Exempt

Nonresident Alien

Last Updated

Last Updated By

01/27/2020

Head of Household

500.00

0.00

0.00

0.00

01/22/2020 06:00:45.097 PM

Update —

4. Click the Update button at the bottom of the page

5. Worker, Company and Effective Date auto-populate
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Your screens and processes may vary somewhat from this document.
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VIEW BLANK W-4 FORM (FEDERAL OR STATE) - FOR
ASSISTANCE IN COMPLETING THE FORM 8. Click on your picture (or cloud image) in the upper right corner of your
screen
1. Complete Steps 1 -6 above and then click the View Blank Form button
at the top of the page if you need to see a copy of the W-4 form or 9. Click on My Reports
review instructions

o=
2. Yourrequest is being processed notice will pop up on your screen view Profie 1
{al  Home
Your request is being processed A My Account >
You can continue to wait or choose to be notified later. BB workbench

S Favorites

Notify Me Later
? Documentation [}
Help 2
3. Ifyou do NOT click the Notify Me Later button, the W-4 will open on P N

your screen as soon as it is downloaded

4. Ifyou click the Notify Me Later button, you will receive a notice in the
upper right-hand corner of the screen when the form has finished
downloading

10. Double click on Tax_Election_Form to open the W-4

My Reports

Tax_Election_Form_02_20_2020 pdf [x]
is now available in My Reports

- w _4 R ployee's - Wi: 15450078
5. Click onthe blue Tax_Election_Form to see the W-4 oy I e e L2020
Personal |
6. The Notifications icon at the top of the page will also indicate when the e

] Marred filng jity o« Gusiyng widowtet)
] Mo of ousshoks Crack ary s unmarid an psy mors tha v 15 cots of Kempng 3 home for el  Qualylg ndchst

form is downloaded

OR

lowa Department of 2020 1A W-4
@ REVENUE Employee Withholding Allowance Certificate
hitps-//tax.iowa.gov

Each employee must file this lowa W-4 with his/fher employer. Do not claim more allowances than necessary
or you will not have enough tax withheld. You may file a new W-4 at any time if the number of your allowances
increases. You must file @ new W-4 within 10 days if the number of allowances previously claimed by you
decreases.

Penalties apply for willfully supplying false information or for willful failure to supply information, which would

7. |f yOU need to refer to the dOWnloaded W-4 form |ate|’, yOU can access |t recucs the wilhheking alkwanes. Ilyguﬁleasexer;\pllromv:;mnnldingandyoumcuranincomelaxhabili(y‘
iEll max e subject 10329“3 Iz or un QIExmeﬂltl estimated tax
through My Reports

/\ Your screens and processes may vary somewhat from this document.
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