
 

 

 

 

FREQUENTLY ASKED QUESTIONS 

EMPLOYEE SELF SERVICE: PAYROLL 

 

 

 

 

 

 

 

 

 

 

 

 

THIS BOOKLET IS FOR THE PERSONAL USE OF ONLY THE INDIVIDUALS WHO ARE PART OF AN 
ORGANIZATION THAT IS CURRENTLY SUBSCRIBED TO WORKDAY AND THE WORKDAY ADOPTION 
TOOLKIT. YOU MAY MAKE COPIES ONLY AS NECESSARY FOR YOUR OWN USE. ANY DISTRIBUTION 
OUTSIDE OF YOUR ORGANIZATION IS STRICTLY PROHIBITED UNLESS WORKDAY HAS AUTHORIZED 
SUCH DISTRIBUTION IN WRITING. 
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PAYROLL 
HOW CAN I PRINT COPIES OF MY PREVIOUS PAYSLIPS? 

1 From the Pay worklet, select the dates of the individual payslips you wish to view or select the 
Payslips link. 

 

2 You can view or print copies of previous payslips here. 
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HOW CAN I CHANGE HOW I RECEIVE PAYSLIPS FROM AN ELECTRONIC COPY TO A 
PAPER COPY OR VICE VERSA? 

1 From the Pay worklet, select the Payslips link. 

 

2 Click the Change Payslip Printing Election button to select a paper or electronic copy of your 
payslip if your organization allows you to choose one or the other of these options. 
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HOW CAN I VIEW OR MODIFY MY FEDERAL WITHHOLDING ELECTIONS? 

1 From the Pay worklet, select the Withholding Elections link. 

 

2 You can review your existing Federal withholding elections or use the Complete Federal 
Withholding Elections button to change your allowances and other information. 

 

  



         Frequently Asked Questions for Workday 19 

© 2013 Workday, Inc. 7 

3 You will need to specify the effective date of any changes you make; you can specify a future 
effective date, but cannot select an effective date in the past. 

 

4 Fill out the electronic W-4 withholding allowance certificate completely. Mandatory fields are marked 
with an asterisk. You must provide an electronic signature for this form by checking I Agree. When 
finished, click OK to save. 
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HOW CAN I VIEW MY STATE OR LOCAL WITHHOLDING ALLOWANCES OR 
EXEMPTIONS? 

 

1 From the Pay worklet, select the Withholding Elections link. 
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2 Select the Sate Withholding or Local tab to review your current status.  

 

 

Workday provides employees the ability to complete the Federal withholding elections. Workday 
does not provide a self-service option for State or Local withholding changes. Please contact your 
HR or Payroll Department to submit modifications to state withholding allowances or exemptions. 

Worker View 
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