workd ay. Workday Job Aid — How to Enter and Update your Tax Withholdings

Company Policy: Required upon New Hire. If incomplete, Taxes will default to Federal and State
mandated set-up of withholding.

How to enter or update your Federal and State Tax Withholding in Workday:

1. Select the Workday icon on OKTA. From the home page in Workday, select “Pay” from
Applications.
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2. Under Actions, select “Withholding Elections”.

ESSEX  Q seach

Actions

ﬂ Withhelding Elections

Payment Elections

3. For New Hires, a separate initial set-up process would have been a requirement. Once you have
already established an initial tax set-up you will be prompted with your current Federal Election
for review. Simply select “Update” to make changes.
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Withholding Elections @

Home Address

Social Security Number  XXX-XX-XXXX

( Federal Elections ) State Elections Local Elections Tax Allocations

Company Essex Property Trust, Inc.

Effective Date 07/13/2021
Lock In Letter
Payroll Withholding Status Single or Married filing separately

Multiple Jobs or Spouse Works

Total Dependent Amount 0.00
Other Income 0.00
Deductions 0.00
Extra Withholding 0.00
Exempt

Nonresident Alien
Last Updated 07/13/2021 11:51:58.455 AM

Last Updated By

Update _

4. A statement about FEDERAL EXEMPTION will be displayed for you to review. If everything looks

correct, select “OK”.
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Complete Federal Elections

1f you claim EXEMPT on your federal/state tax withholding form, it means that no taxes will be taken out of your paycheck throughout
the year 1o caver what you may cwe 10 the IS/ state 1ax agencies.

Company  # | ¥ Gases Proganty T e =

wctive Oate # | 0772202021
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5. Similar to completing a paper W-4 Form, simply go through Step by Step, and ensure all required

fields with an asterisk (*) are completed. Agree, and select “OK”.
W-4 Data

View Blank Form

Step 1:

Marital Status *

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can claim exemption from withholding, when 10 use the estimator at wwwirs.gov/W4App, and privacy.
Step 2:
Multiple Jobs or Spouse Works D

Complete this step if you (1) hold more than one job at a time, of (2) are married filing jointly and your spouse also works. The COMeCt amount of withholding depends on income eamed from all of these jobs.

Do only one of the following.

(3) Use the estimator at wwiirs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

(c) If there are only twio jobs total, you may check the box above. DO the same on Form W-4 for the Gtner job. This option is accurate for jobs with similar pay, Otherwise, more tax than necessary may be withheld

TIP: To be accurate, submit a 2021 Form W4 for all other jobs. If you (or your spouse) have self-employment income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will be most accurate if you complete Steps 3-4(t) on the Form W-4 for the highest paying job.)
Step 3:
Claim Dependents

f your total income will be $200,000 or less (400,000 of less if married filing jointly):

Number of Qualifying Children Under Age 17 I 0 I
Total Amount for Qualifying Children 0.00
Number of Other Dependents I 0 l
Total Amount for Other Dependents 0.00
Calculated Total Dependent Amount 0.00
Override Total Dependent Amount I 0.00 I

[Siep W opmanaly |
Cther Adjustments

{8) Crther Income {not from jobs)

(b} Deductions 000

andand Gedocton snd want

s The Deductions Workshees on Dage 1 Bnd ente the resus Bere.
(<) Extra Withholding 0.00

Extra Wisnhciaing: Leves sy

Step & ]
Legal Notice miation b subrmetted. Whon you click m the ‘1 Agres” checkbor, you e
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nce by your Payrol v
paper copy of the form
8 signature.
1 Agren 3

REMINDER: Payroll cannot give tax advice. Questions regarding any tax impact on your check
should be directed to a Tax Accountant, or simply use the IRS estimator at www.irs.gov/W4App
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6. If all required fields were completed, a confirmation will be provided to you.

ESSEX Q Search

You have submitted Federal Tax Election: o
—
(\)f Do Another
Add Federal Withhelding Elections
Pranens Sioessiul Compland Complete Federal Withholding Elections

> Details and Process

7. For Washington, there is NO STATE TAX.

8. For California, simply do another Withholding Elections process and this time select “State
Elections”, then “Update”.

ESSE X Q search

Withholding Elections

Home Address
United S20%0s of Amenica

Soctal Security Number  X00CX0C0000

Fedars! Elections (&abeﬂec'.mp LocslDectons  Tax Afocations

[
Home State  California
Werk State  California
Company  Essax Property Trust, Inc

State Withholding

Califernia Wahholdng 1 2em
Suate WH Eleetion  Effective Date  Marieal Sranus Wumber of Mlowseses | Evienaned Dedustions  Addwonal Ameunt  Lockinlemer  Exempn MSEN Evemgn  Domicile State  MoWageSo Tax  Last Uipsared Las Updased By

(] o 000 | Ne e Ne b

9. Similar to the Federal Tax Withholding, a statement about STATE EXEMPTION will be displayed
for your information. If everything looks correct, select “OK”".

ESSEX Q swech

Complete State and Local Withholding Elections

If you claim EXEMPT on your federal/state tax withhalding form, it means that no taxes will be taken out of your paycheck throughout the year to cover what you may owe to the IRS/state tax agencies.

worker

Company  * | % EspesProperty Trustine,

Effective Date + | 07/13/2021 [
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10. The State of California’s Tax Withholding form is called the “DE-4”. Simply go through the
requirements, and if you Agree, select “OK” to update your California State Tax Withholding.

California DE-4 Data
WView Blank Form

Filing Status *| x Sogke o Mamied it two or =
mode incomes)

Mumber of Allawances a
Estimated Deductions .(I
Additional Amount 000
Exemgpt

Military Spouse Cxemption

Legal Notice Your Mame and Password are considensd as our Electronic Signature” and will s2eve B3 your confirmation of the accuracy of the Information beng submimtad. When you ciick i the ) Agres” chackbox, you B cerifying that

e bt of your knowledge and belief, i is true, comect, and complate
nca bry your Payroll representative
tatune option, print a paper copy of the form

Linder the penafiies of perjury, | certity that the mumber of withhalding aliowances ciaimed on this certificate does not excesd fhe number to which | am entitied o, if ciseming exemption from withholding, that | am entriled to cisim the sxempt status

—
| tagres

L o —

REMINDER: Payroll cannot give tax advice. Questions regarding any tax impact on your check
should be directed to a professional Tax Accountant.

11. If all required fields were completed, a confirmation will be provided to you.
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YOI.I have submitted State Tax Election:

—
i V) Do Another

\Y )

Q"--vca'{ Complete State and Local Withholding Elections

Process Successfully Completed

> Details and Process
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