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HOW TO CHANGE YOUR W-4

Federal Withholdine

Changing Withholdings

1. Log in to CDWA's DirectMyCare web portal
2. From the My Dashboard screen, click the Workday button to go to your Workday homepage.
*If you reach a log in page, enter the same username and password as used to log into the DirectMyCare web portal.
3. Select View All Apps. (Fig. 01)
L. Select the Pay app. (Fig. 02)
5. Select the Withhoelding Elections option in the View/Update Elections Section. (Fig. 03)
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6. Verify the information on the pop up is correct, then click OK.

7. Select the Update button under the Federal Elections tab to edit your elections.
(Fig. 04)

8. Complete the information on the Withholdings form, then read and agree to the
Legal Notice. Select the | Agree box to place a check mark. (Fig. 05)

9. Select the Submit button.
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