
Guide to Onboarding in Workday 
  To access a list of the actions (tasks) you must complete, click on the cloud in the upper right corner. Select Inbox.         
       1. Complete Federal Withholding Elections (W-4) 
  

     

IMPORTANT:   Vassar staff members are not permitted to give individual tax advice.  We suggest that you review the IRS website, consult a parent, and/or seek professional advice from a qualified accountant or attorney.  

Have questions?  Refer to the IRS website: https://www.irs.gov/faqs/irs-procedures/w-4-allowances-excess-fica-students-withholding/w-4-allowances-excess-fica-students-withholding 



 2. Complete State and Local Withholding Elections               I am not a NY state resident (IT-2104.1):  

  I am a NY state resident and exempt from withholding for NY State income tax:                    

What is percent of services? The percent of services performed in New York State or Yonkers may be computed using days, miles, time, or similar criteria. For example, an individual working in New York State two out of five days for the entire year performs 40% of his or her services in New York State. 

Am I Exempt?   Per the IRS, to claim exemption from withholding for NY state income tax you must meet these conditions:  • you must be under age 18, or over age 65, or a full‑time student under age 25; and • you did not have a New York income tax liability for 2016; and • you do not expect to have a New York income tax liability for 2017 (for this purpose, you have a tax liability if your return shows tax before the allowance of any credit for income tax withheld). 

Which withholding form do I select? 
  The most commonly used forms are outlined below. 
  For detailed information and to view these forms with full instructions, please visit: https://www.tax.ny.gov/forms/withholding_cur_forms.htm  



 I am a NY state resident and expect to have income tax liability (IT -2104): 

   3. Payment Election Enrollment Event (Direct Deposit):                                   

Direct Deposit Fast Facts:  • All onboarding actions must be completed IN FULL in order for direct deposit to work  • After enrolling it takes one complete pay cycle to pass before direct deposit takes effect.  Your first paycheck will be a paper check. 



 4.  Review Documents:   

 


