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Updating CA State (DE 4) Tax Withholding 

Requirements: To use the updateable PDF tax forms, employees must have proper internet access 
and Adobe Acrobat Reader DC installed. In addition, and due to current Adobe PDF limitations, 
updateable PDF tax forms are available only from a desktop or laptop; they are not available from a 
mobile device. Employees who cannot submit tax changes online, must complete a form and submit 
to the Office of the Auditor-Controller Payroll Division, for processing. 

Click here to Download Adobe PDF Reader 

Instructions: 

Step Action 
1. Log in to PeopleSoft Employee Self Service, and click on the Payroll Tile. 

2. Access the Tax Withholding panel to review or update your tax withholding elections. 

3. You will see two tax jurisdictions under Tax Withholdings - Federal and State (California). The 
arrowheads on the right indicate that a form is available for update. 

https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html
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Step Action 
4. Each tax jurisdiction is separate, and will display your current tax withholding elections under 

Withholding Details. 

5. To update your State Tax Withholding, select State jurisdiction. For instructions on updating your 
Federal Taxes, refer to the Federal Tax Withholding Job Aid under epay.  

6. The State Tax Withholding Forms page appears. 
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Step Action 
7. Read the information on the page, and when ready to make an update, click on the DE 4 form, under 

Updateable Forms.  

8. The system displays a warning that a form with personal information will be downloaded to the user’s 
computer. Click OK to proceed. 

9. 

10. PDF form will open. This may take a few seconds. NOTE: If you do not see the Submit button on the 
bottom of the form, do not enter any information, contact Helpdek Support. 

If you continue past the warning message, the system downloads the form and, depending on the 
browser settings, will prompt you to save or open the PDF file. From your browser, download and save 
the file to your computer. Do not click Open.

You will first need to click on ‘Save’, ‘Open with’, and select Adobe Reader. Only Save if you are 
using your own trusted computer device.  Adobe Acrobat Reader DC must be installed on your 
PC). 

Locate the file saved on your computer and right click to see options for opening the file. See below. 
Always use Adobe Acrobat Reader to open the file. 
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Step Action 
 
If the browser does not prompt the employee to open the file, employee can open it manually.  
 

11.  The updateable DE 4 form will appear on your screen.  Only pages 1 and 3 of online tax form DE 4 are 
fillable. Please take note of this as you are completing the form. 
 

12.  The online Form DE 4 will 
have certain fields pre-filled 
such as EE name, home 
address, last 4 digits of SSN, 
and Company information. 
 
 

13.  Notice the submit button is located at the TOP of page one. You will click on this icon once you have 
completed the form and are ready to finalize changes. 
 
 

 
 
If you do not see the Submit button, close out the PDF, and ensure you reopen using Adobe Acrobat 
Reader DC.  
 
If you are still unable to see the Submit button, please print and complete a DE 4 form and submit to 
the Office of the Auditor-Controller, Payroll Division. You may also contact the Helpdesk for assistance. 
 

14.  Complete the Employee’s Withholding Allowance Certificate, following the instructions on the form.  
 

15.  Filing Status: This is a required field  
 
Select your filing status from one of the options on the tax form. 
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Step Action 
 
 

16.  Allowances: 
 
If you are claiming allowances for CA State, follow the instructions and enter the values in the 
Worksheets sections. 
 

 
 
Note: You will not be able to enter a number directly onto line 1. The form sums the values as entered 
from worksheets A and B. Example shown below. 
 

17.  As you enter each value for allowances, hit ‘Tab’ on your keyboard to proceed to the next field and to 
update the total number for line 1. 
 

18.  Example – Worksheet A 
 

 
 
 
Example – Worksheet B 
 

 
 
The values shown here are for sample purposes only. Please complete form as applicable to your own 
tax situation. 
 
 

19.  Additional withholding: 
 
Complete line 2 if you wish to have an additional amount withheld each pay period.   
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Step Action 

 
 

20.  Please note: 
 
- Online Form DE 4 entry limits additional amount to $999.00.  
- Worksheet B (lines 9-11) and Worksheet C for claiming greater amount are not available fields for 
online entry. 
 
Submit DE 4 form to the Office of the Auditor-Controller, Payroll Division if you cannot complete online. 
 

21.  Exemption from Withholding:  
 
If you wish to claim EXEMPT for California State taxes, skip DE 4 form lines 1 and 2 and proceed to 
section Exemption from Withholding.  
 
Make only one selection under the Exemption from Withholding options, if you meet the conditions on 
the form. 
 

 
22.  Once you have completed the DE 4 form, click on the Submit button on the TOP of page one.  

 

 
 

23.  After you click on ‘Submit’, the system will prompt you to enter your PeopleSoft User ID (5 digit 
employee ID) and password. 
 

 
 

24.  The system validates the logon credentials and updates the database. This will take a few seconds to 
process.  
 
Depending on your browser, you may receive a couple pop up messages:  
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Step Action 

 
 

25.  The system displays a new PDF file with a confirmation message indicating your changes have been 
processed, along with a copy of your submitted form and additional information. 
  
 
 
If the submission is unsuccessful, an error 
message will be displayed on the PDF, 
indicating reason for error. Employee must 
close out of all PDF forms, and reopen a new 
form, correct any errors previously entered and 
resubmit. 
 
 
 
 
 
 
 
 

26.  Return to the Tax Withholding page, by closing out all PDF tax forms.  
 
Save your PDF tax forms to your computer, as needed.  
 

27.  To see your updated tax changes, refresh the page by clicking on  
  
 

28.  If you wish to make another payroll update from Employee Self Service, proceed to navigate to the 
appropriate menu option. 
 

29.  If you are completed with your changes, log out of PeopleSoft, by clicking on the menu bar on the top 
right of page, and selecting Sign Out. 
 

 
 
 
 
 
 

End of Procedure. 
 


	Read the information on the page, and when ready to make an update, click on the DE 4 form, under Updateable Forms. 

