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Complete State Withholding Elections 
������  Use this task to review and update your State tax withholding elections (e.g., state W-4 

equivalents). These settings determine how Workday calculates state income tax for each 
paycheck. 

Complete State and Local Withholding Elections  
1. From the Home page, click your Profile Photo in the top right corner of the screen. 

 

  
 

2. Click View Profile. 

  
 

3. Click the Pay tab located under the Employee Name information on the left-hand side.  
 

 
 

4. Select Tax Elections. 

 
 
 

5. Scroll down to the State withholding category, click Update. 
 
 
 
 

Complete State and Local Withholding Elections 
Workday Role(s) • Employee 

Steps  • Employee initiates 
• Complete State and Local Withholding Elections, enters the 

required dates and arrangement details, and submits the request. 
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Choose the State to Update 
 

1. Under State Elections, select Update next to the appropriate state if it does not auto-fill: 
• Example: Wisconsin  

 
2. If you work in one state and live in another, you may see multiple records. 

 

 
 

 
 
 

This will auto fill with today’s date 
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Review Personal Information 
 

3. Confirm your Legal Name, SSN, and Address 
 

4. If incorrect, contact your Departmental Payroll Clerk(s) before continuing. Workday may 
block updates if data is invalid. 

 
Select Filing Status 

• Follow the steps to update. 
Marital Status – choose one of the following by clicking here 
 

 
 

A copy of the State WT-4 Form can be viewed from the page – click on the following option: 

 
 

• Read the instructions on the form thoroughly. Complete each step as it applies to your 
situation. 

 
State WT-4 Fields 

• Exemption for Yourself 
• Exemption for Spouse 
• Dependent Exemptions 
• Total Exemptions (this will auto-fill with what was entered in the boxes above – should 

equal the total number of exemptions claimed 
• Additional Amount – this is optional 
• Exempt – When checked, the Exempt box will zero out all of the above box information 

– as you may only have Exemptions or be Exempt – you cannot be both.  
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• There is a Legal Notice and then an “I Agree” box that must be checked 
 

 
 

• Once completed with your update, click the Ok button: 
 

 

•  After clicking the Ok button, This box should appear: 

 
• This task is now completed 
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