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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. 

 
 

2. Under Actions, select “Withholding 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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4. A statement about FEDERAL EXEMPTION will be displayed for you to review. If everything looks 
correct, select “OK”. 
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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”. 

 

 
 
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.  

 

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”. 

 

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

 

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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