
Made with Scribe - https://scribehow.com 1

Workday - Completing Federal Tax Withholding
Elections (US & Canada)

1 From any Workday page, click in to the Search Bar field.

2 US Employees: In the Search Bar, type "Complete Federal Withholding Elections"
to update your federal tax form.
Canada Employees: In the Search Bar, type "Add Federal Withholding Elections"
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3 Type in your name and the effective date you want to make changes to your
Federal tax form and click OK

4 Your worker information will appear at the top of the screen. Complete all fields as
necessary.

US Employees: W4 form
Canada Employees: TD1 - Personal Tax Credits Return
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5 US Employees: The "I Agree" check box is required in order to submit your W4
changes.
Canada Employees: The "I certify" check box is required in order to submit your
TD1 changes.

6 Once you click OK, a confirmation box will appear. Your changes have been saved
in the system. Your tax elections will take effect the date you entered in Step 3.


