
Viewing and Changing  
Withholding Elections 

Enjoy Your Workday 

This document contains instructions in the following 
areas for working with your withholding elections: 
• Overview 
• Viewing and Changing Federal Withholdings 

Elections 
• Viewing State Withholdings Elections 
• Viewing Local Withholdings Elections 
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Overview 
Within Workday you can view your withholding elections and change your federal withholdings without needing 
to submit paperwork to human resources and payroll. 
 
 NOTES: 

• Workday does not currently support the changing of state and local withholdings.  You may, however, still view 
your state and local withholdings.  

 
The easiest way to get to your withholding elections is through the Workday Landing Page as shown below. 

Workday Landing Page 
Click the Pay worklet -> Actions -> Withholding Elections 
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Viewing Your Federal Withholding Elections 
1.  From the Withholding Elections screen choose the Federal Elections tab.  Your federal withholding elections will 
be displayed.  Click Complete Federal Withholding Elections for C01 Masonic Villages of the Grand Lodge of 
Pennsylvania to change your federal withholding elections within Workday. 
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Changing Your Federal Withholding Elections 
1.  The Complete Federal Elections screen will appear.  The Company field will be automatically populated.  Enter 
an effective date for the federal withholding change within the Effective Date field (or use the calendar tool to 
select a date).  Click OK. 
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Changing Your Federal Withholding Elections 
2.  The W-4 Employee’s Withholding Allowance Certificate screen will appear.  Make the necessary adjustments 
ensuring that all required fields (marked with a red asterisk) and any other desired fields are complete.  Place a 
checkmark in the I Agree checkbox signifying that you authorize this form and your electronic signature.  Click OK 
when you have completed your changes. 
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Changing Your Federal Withholding Elections 
3.  The following screen will appear indicating that your federal tax election has been successfully submitted.  Click 
Done. 
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4.  The Withholding Elections screen will now reflect the changes that were just submitted. 
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Viewing State Withholding Elections 
1. To view your state withholdings elections click the State Elections tab.  You may not make changes to your state 
withholding elections within Workday.  Please see the Human Resources office for information on or questions 
about changing your state withholding elections. 
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Viewing Local Withholding Elections 
1.  To view your local withholdings elections click the Local Elections tab.  You may not make changes to your local 
withholding elections within Workday.  Please see the Human Resources office for information on changing your 
local withholding elections. 
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