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CC CITY COLLEGES Job Aid

of CHICAGO Voluntary Deductions

ORACLE’
Search: =
Wy Favariies ® @@ Payroll and Compensation

[~ Self Service Reviews your pay and compensation history. Upclate your direct deposit and other deduction or cantriaution infarmation.
[

= View Paycheck = Year to Date Balances = Voluitary Deductions

Review: current and prior paychecks =] reer o Dete Batances Ackd or update your voluntary deductions:
=rearto Date Balances
= ¥oluntary Deductions = Direct Deposit = Compensation Histor = W-4 Tax Information
= Diract Deposit Add or update your direct deposit information Review compensation histary for base, variable, and stok Review or change your ¥i-4 information
= Compensation Histary options.
= -4 Tay Information

[> Benefits

|~ My Personalizations
|- My Svstern Profile

Step Action

Click the Self Service link.
| Self Senvice

Click the Payroll and Compensation link.
[ Payroll and Compensation

Click the Voluntary Deductions link.
=oluntary Deductions
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https://hcm.ccc.edu/psp/ccchrprd/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP

of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

ORACLE’

>

= Payroll and Compensation MewWindow | Heln | Customize Page
- View Paycheck l l L&
= rearto Date Balances
= Yiew Payslins i
R Voluntary Deductions
= 2rd Party Pay Inquiry Steve Saba

= Request Overlime CHE
— Vigw Overtime CHE City Colleges of Chicago

= Direct Deposit Resiew, add or update yourvoluntary deductions infarmation.
= Bersonal Bank Accounts ed 3
~ Compensation Histary D nlype [StartDate |Stop Date [Status [ GoalAmount|  Goa ce
= Agresment
Per
= Profit-Sharing
Enfitlements
- Fay Distribution Add Deduction | < ee—
Instructions
= \¥-4 Tax Information
= View T4T4A Slins Return to Payroll and C:
= T4/T4A Consent
Tax Information LUSA

V-
Reizsue Request
= -2 Reissue Requast
Jei=t)
= rear End Adjustment Info
JER
= TaxAllowance
Declaration THA
= Provident Fund Setup

THa

~ WigwPrint Cerificates
[» Benefits
[ Stock Activity
> Learning and Dewelopment|
> Performance Managerment
> Recruiting Activities
I Class Search/ Browse
Catalog
[> Academic Planning
[> Enroliment
[» Campus Finances
[» Campus Personal
Information

£

Step Action

Click the Add Deduction button.
Add Deduction |

Job Aid: Voluntary Deductions Page 3 of 16




CITY COLLEGES \] 0 b Ai d

of CHICAGO Voluntary Deductions

Menu
- Wy Favorites
[~ Self Service
> Tirne Repoting
1> Personal Infarmation
= Payrall and Corr i Voluntary Deductions
Ylew Pavcheck Add Voluntary Deduction

‘tearto Date Balances

ewthindow | Help | Custornize Page | B,

= View Payslips
- Yiew Payslin GBR Steve Saba

= 3rd Party Pay Inguiry City Colleges of Chicago
= Request Overlime CHE

“Type of Deduction: [ C—

*Select whether Deduction is a Flat Amount or Percent: | v

irect Deposit
~ Personal Bank Accounts
~ Compensation History *Enter Amount or Percent to be deducted:
= Agreement
Personalizalion Take deduction until | reach this Goal Amount: (I
= Profit-Sharing
Entitlements " " .
- Pay Dishibution Enter Deduction Start Date: [ (example: 12031 2000
Instructions "
Tax Information Enter Deduction Stop Date: [ (example: 12031 2000
= View T4T4A Slips
TaT4A Consent Current Balance: oo
Tax Information USA
View W-20W-2¢ Forms
¢ Consent *Required Field
= W-3 Reizsue Request

= -2 Reissue Request Save)
uss

= rear End Info Return to Valuntary Deductions
JPN

= Tax Allowance
Declaration THA

= WiewPrint Cerlificates
I Benefits
I> Stock Activity
[> Learning and Development|
[» Performance Management
> Recruiting Activities
[ Clags Search | Browse
Catalog
> Acadernic Planning

. Crenlimant |

Step Action

Click the Look up Type of Deduction graphic.
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of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

ORACLE

> Wy Favarites
> Self Service Mew indow | Help | B
> Tirne Reporting
[> Persanal Infarmation -
= Payroll and Compensation Look UP ‘Type of Deduction:
= Wiew Paycheck
=rearlto Date Balances
= View Payslips

>

cancel |

= View Payslin GBR
= 2rd Party Pay Inguiry
- Request Overtime CHE

Search Results

- Direct Deposit [Deduction Description

= Eersonal Bank Accounts \YCC - 20 Fund

= Larr History

— Adresment CCC Foundation - Charity
Pat kennedy King Schalarship Fund

= Profit-Sharing Daley College Scholarship Fund
Entitlements Malcolm X Scholarship Fund

- bay Distribuiion Harold washiongton Scholarship
Instructions 5 5

= W-4 Tax Information iright Scholarehin Fund

= Yigw T4T44 Slips Olive-Harve Fund

= T4/T44 Consent Trurman Fund

= ¥W-4 Tax Information USA
= Vigw - 2WV-2¢ Forms

= W20 2c Consent

= \¥-2 Reissue Request
= W-2 Reissue Reguest

LS
= rear End Adjustment Infg)
JEH

TaxAllowante
Declaration THA

= Provident Fund Setup

THA

~ WiewlPrint Cerlificates
[> Benefits
[ Stock Activity
I> Learning and Development
[> Perfarmance Management
[> Recruiting Activities
[> Class Search / Browse
Catalog

> Academic Planning
I Errllomont

Step Action

Click the Type of Deduction for which you would like to volunteer.
Example:
CCC Foundation - Charity
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(@

Job Aid
Voluntary Deductions

CITY COLLEGES
of CHICAGO

Education thet Works

ORACLE’

Menu
= Payroll and Compensation
= Wigw Paycheck
= Yaarto Date Balances
= VWiew Payslips
= Wiew Payslip GBR

>

Mew Window | Help | Customize Page | 5,

Voluntary Deductions

= 3rd Party Pay Inquird

~ Beguest Overlime CHE

— iew Overtime CHE
“aluntary Deductions

= Diract Deposit

= Personal Bank Accounts

= Compensation History

= Agreement
Personalization

= Profit-Sharing
Enfitlements

~ Pay Distribution
InStructions

= -4 Tax Information

= Wiew T4T4A Slips

= T4/T4A Consent

= W-4 Tax Information USA

= ViewW-2/W-2¢ Forms

= W-3/W-2c Consent

= ¥-3 Reizsue Request

= W-32 Reizsue Request
Joi=t)

= Yaar End Adjustment Info
JER

= Tax Allowance

Add Voluntary Deduction

Steve Saha

City Colleges of Chicago

*Tyne of Deduction: |cec Foundation - Charity Q

*Select whether Deduction is a Flat Amount or Percent: | o

*Enter Amount or Percent to be deducted: [ —

Take deduction until | reach this Goal Amount: [ —

‘Enter Deduction Start Date: liﬁ (example: 12731 ann)<—
Enter Deduction Stop Date: liﬁ (example: 1231 72000) “—

Current Balance: oon

"Rears PR Note: If you would like your deduction to

Save

Declaration THA
= Provident Fund Setun

continue indefinitely, please leave the

Return to Yoluntary Deductions

THa

~ WigwPrint Cerificates
> Benefits
[ Stock Activity
I> Learning and Dewelopment|
> Performance Management
> Recruiting Activities
[> Class Search/ Browse
Catalog
I> Academic Planning
> Enraliment
[> Campus Finances
[» Gampusg Personal

Goal Amount and the Stop Date fields
blank. You may still go back and end your
deduction at any given time using the edit
function.

Step Action

7. From the Select whether Deduction is a Flat Amount or Percent dropdown
select Amount or % of Total Gross
Example
'Select whether Deduction is a Flat Amount or Percent: | % of Total Gross w |

8. In the Enter Amount or Percent to be deducted field enter the value to be
deducted.
Example
‘Emter Amount o Percent to be deducted: |2

9. In the Take deduction until I reach this Goal Amount field enter the total
amount of the deduction.
Note: If you would like your deduction to continue indefinitely, please leave
Goal Amount blank.
Example
Take deduction until | reach this Goal Amount: |5|:||:|

10. In the Enter Deduction Start Date field enter the date you want the deduction to
start.
Example
‘Enter Deduction Start Date; IM IE'J

11. If you chose to select when your deduction will end: In the Enter Deduction Stop

Date field select the date you want the deduction to stop.

Note: If you would like your deduction to continue indefinitely, please leave
Stop Date blank.

Example

Enter Deduction Stop Date:

|nzm1rzu11 El
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CITY COLLEGES \] 0 b Ai d

of CHICAGO Voluntary Deductions

ISearch:

I

® Mew window | Help | Custamize Paoe |

> My Favorites
[ Self Service Voluntary Deductions
> Time: Reporting —_— .
I> Personal Information Add Voluntary Deduction
= Payroll and Compensation
= Vigw Paycheck Steve Saba
= Yaarto Date Balances
— iew Payslins City Colleges of Chicagg
= Yigw Payslin GBR .
31 Parl Pay Inai Type of Deductl

= Request Overlime CHE
— igw Overtime CHE *Select whether Deduction is a Flat Amount or Percent: | % of Total Gross v/

= Ditect Deposit *Enter Amount or Percent to be deducted: 2
= Personal Bank Accounts
~ Compensation History | Take deduction until | reach this Goal Amount: 500.00
= Agreement
Personalization "Enter Deduction Start Date: 0260162010 Y gmxample: 12751 220008
= Profit-Sharing
Entitlaments Enter Deduction Stop Date: (020012011 B (example: 12731 2000
= Bay Distribution
Instructions
= W4 Tay Inforrmation
= Wiew TAIT4A Blips
= T4/T4A Consent *Required Field
= W-4 Tax Information USA
= Vigw W-2W-2¢ Forms _ Gave | eff—
= W-3/W-2c Consent
= ¥-3 Reizsue Request
= W-2 Reissue Request
Joi=t)
= Year End Adjustment Info
JER
= TaxAllowance
Declaration THA
= Erovident Fund Selup
THa
~ WigwPrint Cerificates
[> Benefits
[ Stock Activity
> Learning and Dewelopment|
> Performance Management
> Recruiting Activities
[> Class Search/ Browse

n [cec Foundation - Charity Q

Current Balance: ooo

Eeturn to Voluntary Deductions

3

Step Action

12.
After the completion of the fields, click the Save button.

ESave |
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Job Aid
Voluntary Deductions

(’ CITY COLLEGES
C / of CHICAGO
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of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

Search:
[> My Favarites .
VBZWEEMBE Voluntary Deductions

[> Tirme Repotting 1 i
[> Persanal Infarmation Save Confirmation

>

Iew Window | Help | Customize Page |

=

= Payroll and Compenssation
= Yiew Paycheck “ The Save was successful
= Yearto Date Balances 5
— View Payslips Hawvever, due ta timing, your change may not be reflected on the next paycheck
= View Payslip GBR oK
= 3rd Party Pay Inguiny
= Reguest Overtime CHE

= Direct Deposit

= Personal Bank Accounts

= Compensation Histary

= Agreement
Personalization

= Profit-Sharing
Enfitlements

= Pay Distribution
Instructions

= ¥-4 Tax Information

= View T4T4A Slips

= TA/T4A Consent

= \¥-4 Tax Information USA

= YiewW-2/0-2¢ Forms

= W-20W-2¢ Consent

= W-2 Reizsue Reguest

= W-3 Reizsue Request
L34

= rear End Adiustment Info)
JER

= Tax Allowancs
Declaration THA

= Erovident Fund Setup

THA

= WiewiPrint Cerlificates
I Bengfits
I> Stock Activity
I> Learning and Dewelopment|
[» Performance Management
> Recruiting Activities
I Clage Search/ Browse v

|~
|

Step Action

13.
+After saving, the Save Confirmation page is displayed, click the OK button.

ok

Note: If the “OK” button is not selected, your Voluntary Deduction will not be saved.

TAddition, Edit, or Cancelation of deductions may not take effect until the next pay-period.
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of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

e 5 - HewWindow | Heln | Customize Page | B
[+ My Favarites .
[ Self Service Voluntary Deductions

> Tirne Reporting

I Personal Infarmation Steve Saba

< Payroll and Compensation City Colleges of Chicago

= Wiew Paycheck

= rearlo Date Balances
= Vigw Payslins

= Wigw Payslip GBR ed S

= 3rd Party Pay Inguiry D nType [StartDate |StopDate [Status De: Goal Amount Goa ce

= Reguest Overtime CHE CCC Foundation -

= Vigw Overtime CHE Chari 020142010 02012011 Future 2% 500.00 0.00 Edit

Review, add or update your voluntary deductions information.

= Direct Deposit

~ Personal Bank Accounts Add Deduction
= Corr ion Histary
~ Afreament

Personalization
= Profit-Sharing
Enfitlements
= Pay Distribution
Instructions
= W-4 Tax Information
= Yiew T4T44 Slips
= T4T4A Consent
Ta Information LSA
= Wiew V- 2W-2c Forms
M-2c Consent
= W-2 Reissue Reguest
= W-2 Reissue Reguest
L)
= rear End Adjustment Infg)
JEH
= Tax Allowance
Declaration THA
= Provident Fund Setup

THA

= WiewPrint Cerlificates
[> Benefits
I> Stack Activity
I> Learning and Dewelopment|
[> Perfarmance Management
[> Recruiting Activities
[» Class Search/ Browse

£

Step Action

14,
To make any edits or adjustments, click the Edit button.

Edit |
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( CITY COLLEGES
of CHICAGO

Education thet Works

Job Aid
Voluntary Deductions

ORACLE’
5earch:
®
[+ My Favarites
[~ Self Service

> Tirne Reporting
I Personal Information

< Payroll and Compensation
= Wiew Paycheck
= rearlo Date Balances
= Vigw Payslins
= Wigw Payslip GBR
= 3rd Party Pay Inguiry
= Reguest Overtime CHE

=

Voluntary Deductions
Change Voluntary Deduction

Steve Saba
City Colleges of Chicago

‘Type of Deduction:

Iew Window | Heln | Customize Page | B

=

"Select whether Deduction is a Flat Amount or Percent: | % of Total Gross |+ H—

i o "Enter Amouwnt or Percent to be deducted: 2 fff—
~ Personal Bank Accounts
~ Compensation History | Take deduction until I reach this Geal Amount: 750.00 4‘—
= Agresment
Personalization 'Enter Deduction Start Date: 0012010 (example: 12031 2000)
= Profit-Sharing
Enfitlements Enter Deduction Stop Date: 020012011 3 :
_ plernents B rexcemple: 12131 2000
Instructions

— Y-d Tax Information Current Balance: 000

= Yiew T4T44 Slips

= T4T4A Consent

= -4 Tax Information USA,
= Wiew V- 2W-2c Forms

= W20 2c Consent

= W-2 Reissue Reguest

*Reguired Field

Return to Yoluntary Deductions

= W-2 Reissue Reguest
L)

= rear End Adjustment Infg)
JEH

= Tax Allowance
Declaration THA

= Provident Fund Setup

THA

= WiewPrint Cerlificates
[> Benefits
I> Stack Activity
I> Learning and Dewelopment|
[> Perfarmance Management
[> Recruiting Activities
[» Class Search/ Browse

=

Step Action
15.

t+Make an edit to one of the editable fields.
Example:

Take deduction until I reach this Goal Amount: 7a0.00

16.
After the editing the field(s), click the Save button.

Elzave |

T Only the following four fields are editable: Select whether Deduction is a Flat Amount or Percent
Enter Amount or Percent to be deducted
Take deduction until I reach this Goal Amount
Enter Deduction Stop Date
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of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

Home
SRl ® ] Hew Window | Hel | Customize Page | J8)
1> My Favorites :
szleemce Voluntary Deductions

> Time Reporting Save Confirmation

I Personal Infarmation
= Payroll and Compensation

- Yiew Paycheck ¥ The Save was successil

- Yearto Date Balances

~ View Payslips However, tue o timing, your change may not be reflected on the next paycheck
= View Payslip GBR oK

= 3rd Party Pay Inauiry
Reguest Overtime CHE
igw Overti CHE

~ Personal Bank Accounts

= Compensation History

= Agreement
Personalization

= Profit-Sharing
Enfitlements

~ Pay Distribution
Instructions

= -4 Tax Information

= View T4T4A Slips

= T4/T4A Consent

= W-4 Tax Information USA
= YiewW-2/W-2¢ Forms

= W-3/W-2c Consent

= W-3 Reizsue Request

= W-3 Reizssue Request

LS4

= Yaar End Adjustment Info
JER

= TaxAllowance
Declaration THA

= Provident Fund Setup

THa

= WiewPrint Cerlificates
> Benefits
[ Stock Activity
[> Learning and Development|
> Performance Management
> Recruiting Activities
I Class Search ] Browse v

|~
|

Step Action

17.
tAfter saving, the Save Confirmation page is displayed, click the OK button.

ok

Note: If the “OK” button is not selected, your Voluntary Deduction will not be saved.

TAddition or Edit of deductions may not take effect until the next pay-period.
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of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

e 5 - HewWindow | Heln | Customize Page | B
[+ My Favarites .
[ Self Service Voluntary Deductions

> Tirne Reporting

I Personal Infarmation Steve Saba

< Payroll and Compensation City Colleges of Chicago

= Wiew Paycheck
= rearlo Date Balances

Review, add or update your voluntary deductions information.

= Vigw Payslins

= Yiew Payslip GBR [Voluntary Deductions

= 3rd Party Pay Inguiry Deduction Type  [StartDate  |Stop Date [Status Deduction|  Goal Amount Goal Balance

= Reguest Overtime CHE CCC Foundation -

= View Overtime CHE Chaity 020142010 02012011 Future 2% 75000 0.00 Edit

irect Deposit

~ Personal Bank Accounts Add Deduction

= Carr ion History

= Agresment
Personalization

= Profit-Sharing
Enfitlements

= Pay Distribution
Instructions

= W-4 Tax Information

= Yiew T4T44 Slips

= T4T4A Consent

= -4 Tax Information USA,

= Wiew V- 2W-2c Forms

= W20 2c Consent

= W-2 Reissue Reguest

= W-2 Reissue Reguest
L)

= rear End Adjustment Infg)
JEH

= Tax Allowance
Declaration THA

= Provident Fund Setup

THA

= WiewPrint Cerlificates
[> Benefits
I> Stack Activity
I> Learning and Dewelopment|
[> Perfarmance Management
[> Recruiting Activities
[» Class Search/ Browse

£

Step Action

18.
Verify any/all edits or adjusted made are reflected on the Voluntary Deductions
page.
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(@

CITY COLLEGES
of CHICAGO

Education thet Works

Job Aid
Voluntary Deductions

&

[+ My Favorites
[ Self Service
[ Tirme Reporting
I Personal Infarmation
= Payroll and Compensation
= Wigw Paychack
= Yaarto Date Balances
= View Payslips
= Wiew Payslip GBR
= 3rd Party Pay Inauiry
= Request Overlime CHE
= igw Overtime CHE

Blew Window | Help | Custamize Pange |

=

Voluntary Deductions
Steve Saha
City Colleges of Chicago

Review, add or update your voluntary deductions inforration.

[Voluntary Deds
Stop Date  |Status Deduction Goal Amount

02/0172010  02/01/2011 Future 500.00

CCC Foundation -

Start Date:

Goal Balance

0.00 Edit

Personalization
= Profit-Sharing
Enfitlements
~ Pay Distribution
Instructions
= -4 Tax Information
= View T4T4A Slips
= T4/T4A Consent
Tau Information USA
= YiewW-2/W-2¢ Forms
Caonsent
Reizsue Reguest
= W-3 Reizssue Request

LS4

= Yaar End Adjustment Info
JER

= TaxAllowance
Declaration THA

= Provident Fund Setup

THa
= WiewPrint Cerlificates
> Benefits
[ Stock Activity
[> Learning and Development|
> Performance Management
> Recruiting Activities

[> Class Search/ Browse

3

Charity
Dirgct Deposit
= Bersonal Bank Accounts Add Deduction
= Corr History
= Agreement

Step

Action

19.

To cancel or stop your deduction, click the Edit button.

Edit |

Job Aid: Voluntary Deductions
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(@

Job Aid
Voluntary Deductions

CITY COLLEGES
of CHICAGO

Education thet Works

ORACLE’

WMenu =]
= Payroll and Compenssation
= Wiew Paycheck
~rearto Date Balances
= Vigw Paysling
= View Payslip GBR

MuttiChann

ew Window | Help | Custamize Page | &)

Voluntary Deductions

= 3rd Party Pay Inguiry
= Reguest Overtime CHE
~ Yiew Qverfime CHE

= Voluntary Deductions

= Direct Deposit

= Personal Bank Accounts

= Compensation Histary

= Agresment
Personalization

= Profit-Sharing
Enfitlements

= Pay Distribution
Instructions

= W-4 Tax Information

= Wigw T4T4A Slips

= TA/T4A Consent

= -4 Tax Information USA,
= Wiew V- 2W-2c Forms

= W-20W-2¢ Consent

= W-2 Reissue Reguest

= W-3 Reizsue Request

LS
= rear End Adiustment Info)
JPR

= Tax Allowance

Change Voluntary Deduction

Steve Saba
City Colleges of Chicago

“Type of Deduction: Wright Schalarship Fund

'Select whether Deduction is a Flat Amount or Percent: |Amnum v \

*Enter Amount or Percent to be deducted: b —

Take deduction until | reach this Geal Amount: b —

"Enter Deduction Start Date: 03222010 (example: 12/31/2000)

Enter Deduction Stop Date: (02162010 (8} (example: 12731 £2000) <
Current Balance: oo

*Required Field

|—

Save

Deiclaration THA
= Pravident Fund Setup

Eeturn to Valuntary Deductions

THA

= WiewPrint Cerlificates
I Bengfits
I> Stack Activity
I> Learning and Dewelopment|
[> Performance Management
[> Recruiting Activities
[> Clags Search / Browse
Catalog
> Acadernic Planning
[> Enrollment
I Campus Finances
I Campus Parsonal

[E3

Step

Action

20.

In the Enter Amount or Percent to be deducted field enter a value of one penny
(0.01) to stop the deduction.
Example

‘Enmter Amount o Percent to be deducted:

0.01

21.

In the Take deduction until | reach this Goal Amount field enter a value of
zero to stop the deduction.

Example

Take deduction until | reach this Goal Amount:

0

22.

In the Enter Deduction Stop Date field select the date you want the deduction to
stop.
Example

Emter Deduction Stop Date:

0262010 [5)

23.

After the completion of the fields, click the Save button.

Elzave |
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of CHICAGO Voluntary Deductions

CC CITY COLLEGES Job Aid

ORACLE’ N
ome
Ep— o ~ New Window | Help | Customize Page | B

[ My Favorites
[~ Self Service
[> Time Reporting i j
[> Pergonal Information Save Confirmation
= Payroll and Compensation

Voluntary Deductions

— View Paycheck ' The Save was successul

= rearto Date Balances

~ iew Payslins Huwever, due to timing, your change may not be reflected on the next paycheck,
= View Payslin GBR aK

= 3rd Party Pay Inouiry

= Requsst Overtime CHE
~ Wigw Overtime CHE

it
= Personal Bank Accounts
= Compengation Histary
= Agresment
Personalization
= Profit-Sharing
Entitizments
= Pay Distribution
Instructions
= -4 Tax Information
= Yiew TAT4A Slins
= T4/T44 Consent
= V-4 Tax Information USA
= VigwW-20W-2¢ Forms
= W-2MW-2¢ Consent
= -2 Reissue Requast
= W2 Reissue Requast
UsA
= Year End Adjustment Info)
JER
= TaxAllowance
Declaration THA
= Provident Fund Setup
THa
— MigwiPrint Cericatas
[» Benefits
I» Stock Activity
[ Learning and Dewelopment|
> Performance Managerment
> Recruiting Activities
I Class Search/ Browse ~

|~
|

Step Action

24.
+After saving, the Save Confirmation page is displayed, click the OK button.

ok

Note: If the “OK” button is not selected, your Voluntary Deduction will not be saved.

TAddition, Edit, or Cancelation of deductions may not take effect until the next pay-period.
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