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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     on your Home page 

 
2. Click the Withholding Elections button in the Actions section 

 
 
 

 
3. Select which Election you wish to review (Federal or State) – a blue 

line will appear under your selection 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Click the Update button at the bottom of the page 

 
5. Worker, Company and Effective Date auto-populate 

 
 
 
 
 
 
 
 

6. Click OK to Continue 
 

7. Complete or Modify information using the available prompts.  Be sure 

to complete all required fields – noted by a red asterisk  
 

8. Click the box next to I Agree 
 

9. Click the OK button to complete the update 
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VIEW BLANK W-4 FORM (FEDERAL OR STATE) – FOR 
ASSISTANCE IN COMPLETING THE FORM 

 
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 
review instructions 

 
2. Your request is being processed notice will pop up on your screen 
 
 
 
 
 
 
3. If you do NOT click the Notify Me Later button, the W-4 will open on 

your screen as soon as it is downloaded 
 
4. If you 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  

 

 
 
 
5. Click on the blue Tax_Election_Form to see the W-4 
 
6. The Notifications icon at the top of the page will also indicate when the 

form is downloaded 
 
 
 

 
7. If you need to refer to the downloaded W-4 form later, you can access it 

through My Reports 

 
8. Click on your picture (or cloud image) in the upper right corner of your 

screen  
 
9. Click on My Reports 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. Double click on Tax_Election_Form to open the W-4 
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