How to Update Your Federal and State

Cornell University Withholding Allowances
Last Updated: 01/08/2016

Adding Your Allowances
1. Log into Workday at http://workday.cornell.edu.

2. Onthe Home page, click on Pay icon.

3. Under External Links select Update Tax Forms.

@ Pay

Actions External Links

Withholding Elections < Update Tax Forms >

Payment Elections

View Payslips
Payslips 02272015 (Period End: 02/28/2015)
My Tax Documents 02/13/2015 (Period End: 02/15/2015)

01/30/2015 (Period End: 01/31/2015)

01/15/2015 (Period End: 01/15/2015)

12i31/2014 (Period End: 12/31/2014)

4. On the next page, after verifying that your Resident and Work addresses are correct, click on the
blue Continue to Forms button to create your Federal W-4.

Employee Information

Please confirm your Name, SSN, DOB and Employee No. are cormmect and contact your employer if updates are needed.

My Information

Name
SSMN ----ceee- Show Details
DOB ==/ == ==

Employee No.

Please review your address. You must ensure that your address is correct in order to be presented with the correct tax
forms _ IT your Home address is incorrect, please go to Workday and access your Personal Informaition worklet from the
Al About AMe landing page to correct it. IT your physical Work jocation is incorrect, please notify your manager to correct it
If you are a student. please update your address via the Student Center first, then return here the following business day
to complete your tax forms.

@ Resident Addresses I:J Work Addresses

Permanent Address Work Location
377 Pine Tree Rd
Ithaca, NY 14850-2820
(WECTLN

Continue to Forms



http://workday.cornell.edu/

8.

Important Note: If you need to update your address, please return to Workday, update them
and then resume this process. If you are a student, update your address via the “Student
Center”.

On the next page click on the blue Create button.

Federal Forms Return to Employee Information

= Federal W-4

7. On the next page enter the following information for your Federal W-4 allowance:

1. Marital Status (line 3) Note: changing your marital status on your W-4 will not update
your marital status inWorkday.
2. Number of allowances (line 5)

Home / EFgrms Library / EForms Library

Federal W-4

EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE
Instructions

@ Single

{Line 3) MARITAL STATUS . .

Mote: If married, but legally separated, or spouse is a nonresident alien, select the "Single” () Married

option. ~ Married, but withhold at higher
— Single rate

(Line 4) If your last name differs from that shown on your social security card, check here. |

You must call 1-800-772-1213 for a replacement card.

The Allowances and Itemized Worksheets are optional and can help you calculate your total Show Allowances Worksheet
allowances. If you already know how many allowances you plan to claim complete line 5.

Use this worksheet only if you plan to itemize deductions or claim certain credits or
e oen e e Show Deductions Worksheet

{Line 5) Total number of allowances you are claiming. iz|

If you hawve more than one job or are marmed and you and your spouse both work and the

combined earnings from all jobs exceed £50,000 ($20,000 if marned) you may need additional ll
amount withheld. Click Show Multi-Job Worksheet to help you calculate this amount, or enter S e e e

a dollar value in Line 6 if necessary.

{Line &) additional amount, if any, you want withheld from each paycheck. Enter a value with $ !—(0 tional)
two decimal places (ie. $0.00). P

{Line 7) I claim exemption from withholding for 2014, and I certify that I meet both of the following conditions for exemption:

[l Last year I had a right to a refund of all federal income tax withheld
because I had no tax liability and

[C]- This year 1 expect a refund of all federal income tax withheld
because I expect to have no tax liability.

If you meet both conditions, check Exempt here: E Exempt
(Rev 01/2014)

By clicking "Submit to Employer” you agree that your completed form will be digitally signed and submitted to your
employer.

Finish Later ' Submit to Employer ’

If you wish to preview the form before updating Workday, click the green Preview Form button.
Otherwise, click on the green Submit to Employer button. This form will create your W-4 in Workday.


http://registrar.sas.cornell.edu/Student/studentcenter.html
http://registrar.sas.cornell.edu/Student/studentcenter.html

9. Click on the blue Continue button so you can complete your state tax forms.

Federal Forms Return to Employee Information

You have completed your Federal Form(s). Continue to the State Forms page.

10. Click on the No Radio button and click Save. Continue to complete the New York IT-2104.
Important Note: The site will not allow you to claim exempt from New York withholding. If you
believe that you are exempt from New York withholding, please contact the payroll office.

State Forms Return to Federal Forms

For the purposes of New York state filing, do you wish to claim exempt from withholding?

@ No O Yes

EForm Prerequisite Questions

For the purposes of New York state filing, do you wish to claim exempt from withholding?

©® No o Yes

11. On the next page please complete the following for yorNew York State allowance:
1. Filing Status
2. Select the radio button for your resident location in New York.
3. Enter the number of allowances for New York and New York City (if applicable).

New York IT-2104

Employee’'s Withholding Allowance Certificate
Instructions

Filing Status:

@ Single or Head of household
@ Married

= Married, but withhold at higher
' single rate

Mote: If married but legally separated, select Single or Head of household.

2 New York City
I am a resident of: ) Yonkers

@ Neither
ATt Ton Bk Vol BEle T e T
If you expect to itemize deductions on your state tax return, complete the itemized
deductions worksheet.
1. Total number of allowances you are claiming for Mew York State (and Yonkers if Iz—

applicable).

12. If you wish to preview the form before updating Workday, click the Preview Form button at the
bottom of the page. Otherwise, click the Submit to Employer button. This form will aeeyour New York
IT-2014 form in Workday.



You have now successfully completed your W-4 and IT-2104 withholding forms. You must click on the
blue Logout button to return to Workday.

iy
0}

!

Note: To view your changes in Workday, click on Pay icon *% on the Home page, then select the

action of Withholding Elections.
Updating Previously Submitted Forms from this Site

1. To update your Federal W-4 or your New York IT-2104 form, click on the Current EForms button.

2. You will see the screen below. Click on the green Change button for the form you want to change
and follow the prompts.

Current EForms

Federal W-4 10/15/2015 10:51 AM m
New York IT-2104 10/15/2015 11:20 AM m

Forms will be viewable in pdf format. Please make sure to allow pop-ups from this site in order to view the forms. Add
ww paperlessemployee com to the allowable sites in your Pop-Up blocker setting from the Tools menu option on your
Internet Explorer browser.
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