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From your Workday home page, select 
the Pay worklet

Select the Withholding Elections option 
under Actions

For Federal Elections, click on the 
Federal Elections tab, then click on the 
Update button at the bottom

Changing Federal and State Tax Withholdings
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Enter the Effective Date of the change 
and click on the OK button at the bottom

You will see your current W-4 Data and 
you will be able to make changes that 
overwrite your current elections. Read 
the Legal Notice and check the box to 
indicate that you agree with the legal 
notice.

When you have finished, click on the OK 
button at the bottom
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For State Elections click on the State 
Elections tab and then click on Update. 
The line items you see on this screen is 
a record of your current and previous 
elections for the selected state.

California and most states are supported 
through the electronic process in Workday. 
There are some states that have not been 
configured and still require a paper election. 
If you select such a state, you will see a 
screen that looks like this. This screen will 
provide a link to a fillable form that you 
can print and submit to Payroll Services. 
Eventually, all states will be incorporated 
into the electronic process.

Enter the Effective Date and select the 
State for the withholding elections. Click on 
the OK button at the bottom

For states that are supported by the 
electronic process, you will see the 
State Tax Data screen with your current 
elections. Once you have overwritten your 
current elections with your new elections, 
read the Legal Notice, check the box to 
indicate that you agree with the Legal 
Notice and click on the OK button at the 
bottom
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