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Background 
The 2020 IRS Form W-4, Employees Withholding Certificate, includes fundamental changes to income 
tax withholding that will significantly affect both employers and employees. These changes are largely in 
response to the 2017 Tax Cuts and Jobs Act.  

The most significant change is that there are no withholding allowances.  

Existing employees are not required to complete a 2020 Form W4 

All new hires must complete 2020 version of the form 

All current employees must use the 2020 version if they wish to change their tax withholding. 
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Redesigned EAR (STD 686) 
Due to the 2017 Tax Cut and Jobs Act, the method for determining Federal Tax Withholding has 
changed.  To aid you in keying the updated STD 686 Employee Action Request (EAR) form for new 
employees or withholdings updates, the following is a guide to common keying scenarios. 

The SCO has also released a Quick Start Guide to aid employees in completing the EAR form.  We have 
noted that Human Resources Offices may not assist employees in determining the appropriate 
withholdings for their circumstances, and that the guide does not replace the advice of a tax 
professional. 

The Quick Start Guide informs employees that the Internal Revenue Service (IRS) has specific 
instructions for completing the Form W-4, Employee’s Withholding Certificate, and that the State of 
California uses the EAR form in lieu of the IRS document.   

It also notes that use of the IRS’ Tax Withholding Estimator as part of this process will yield the most 
accurate results. There is a link to it in the W4 form. 

The employee is to fill out the STD 686 Employee Action Request (EAR) accordingly.  It can be found at 
www.dgs.ca.gov; search for STD 686, it may also be found here:  
https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std686.pdf 

 

http://www.dgs.ca.gov/
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Important Information 
The following is an excerpt from the Personnel Action Manual (PAM) that includes pertinent details 
regarding federal tax withholding fields. Additional details have been added for clarity. The 
following fields per the EH screen may not follow the EAR form directly. 
 
Prior to keying an EAR transaction, refer to Section 5 (IRS LOCK-IN-LETTER AND EAR PROCESSING) 
for IRS lock-in requirements/restrictions. 
 
FEDERAL: Tax Withholding Fields  
 
NOTE: The following fields on the EAR screen are REQUIRED and must be completed. 
 
The following fields per the EH screen layout may not follow the EAR form directly.  

• MARITAL: Enter in S for Single, M for Married, or H for Head of Household.  
• TOTAL: This field will be DISPLAY ONLY effective 12/1/2020.  

o Note: If this field is open, you must key 00. Otherwise, tab to next field.  
• HW: Key Y or N.  
• DEP AMT: Enter a dollar amount. It must be a whole number. If no dollar amount, enter 00. 

(This is an annualized amount) 
• OTH INCOME: Enter a dollar amount. If no dollar amount, enter 00. (This is an annualized 

amount) 
• DEDUCTION: Enter a dollar amount. If no dollar amount, enter 00. 
• FEDERAL ADDL DEDUCTION: Enter a dollar amount. The maximum value is 9999.99. If no dollar 

amount, enter 00. 
• STATE ADDL DEDUCTION: Enter a dollar amount. The maximum value is 999.99. If no dollar 

amount, enter 00. 
 
NOTE:  If a decimal point is not keyed, the amount will be considered a whole dollar. 

 
STATE: Tax Withholding Fields  

 
• MARITAL: Key S for Single, M for Married and H for Head of Household.  
• REG: Key the number of Regular Allowances.  
• ADDL: Key the number of Additional Allowances.  

 
EXEMPT FROM WITHHOLDING 

 
• MARITAL: Key S for Single 
• HW: Enter N 
• EXEMPT: Enter E for Exempt 

o To remove an E, enter * (asterisk), then tab 
• DEP AMT: Enter 00 
• OTH INCOME: Enter 00 
• DEDUCTION: Enter 00 
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NON-TAXABLE/Deceased WAGES 
 

• MARITAL: Key S for Single 
• HW: Enter N 
• EXEMPT: N for Non-Taxable wages 

o To remove N, enter * (asterisk), then tab 
• DEP AMT: Enter 00 
• OTH INCOME: Enter 00 
• DEDUCTION: Enter 00 

 
 

IMPORTANT INFORMATION (Cont.) 

When zeroes appear in the samples, it confirms for keying purposes that it was intentional and correct 
that the employee did not include annualized dollar amounts. 

 

IMPORTANT NOTE:  This document strictly focuses on the federal portion of the EAR form.  State 
exemption with allowances’ are separate; Section E II must be completed as well, and must be keyed. 

Note: The following samples are intended to be useful in assisting you.  Please note that these are 
general examples and are not intended to be used without also referencing the Personnel Action 
Manual and FAQs. 

SAMPLES begin on the following page 
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SAMPLE #1 

Single income; no additional jobs, dependents, other income, deductions or extra withholding: 
Corresponding STD 686 EAR
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Sample #2 
Single, one additional job using Step 2(b) of IRS Form W-4 form (with a first income of $60,000 and 
a second of $20,000); no dependents, other income, deductions or extra withholding 
Corresponding STD 686 EAR 
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SAMPLE #3 
Single; one additional job using Step 2(c) of IRS Form W-4 (Higher Withholding checkbox), no 
dependents, other income, deductions or extra withholding 
Corresponding STD 686 EAR 
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SAMPLE #4 
Married filing jointly; one income, one dependent, no other income, deductions or extra 
withholding 
Corresponding STD 686 EAR 
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SAMPLE #5 
Married filing jointly using Step 2 (c) method (Higher Withholding checkbox); two incomes, no 
dependents or other income, with other income and deductions 
Corresponding STD 686 EAR 
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SAMPLE #6 
Head of Household; one income, two dependents, on other income, deductions or extra 
withholding 
Corresponding STD 686 EAR 
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SAMPLE #7 
Exempt from withholding, Federal Only 
Corresponding STD 686 EAR 
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SAMPLE #8 
Exempt from withholding, Federal and State 
Corresponding STD 686 EAR 

 

 

 

  



Guide to Keying the STD 686 Employee Action Request (EAR) 

14 
 

SAMPLE #9 
Deceased Employee  
Corresponding STD 686 EAR 
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Resources 
 

Internal Revenue Service – www.irs.gov 
 
Franchise Tax Board – www.ftb.ca.gov  
 
Employment Development Department – www.edd.ca.gov  
 
Department of Government Services – www.dgs.ca.gov  
 
2020 EAR (Std. 686) Form and Federal Withholdings Toolkit–  
www.sco.ca.gov/ppsd_2020fedwithholdings.html  
 
Statewide Customer Contact Center – (916) 372-7200 
 

 

 

http://www.irs.gov/
http://www.ftb.ca.gov/
http://www.edd.ca.gov/
http://www.dgs.ca.gov/
http://www.sco.ca.gov/ppsd_2020fedwithholdings.html
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