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Background

Beginning March 18, 2015, you can manage your voluntary, charitable deductions through
PeoplePortal Employee Self Service. Through your current payroll access, you can start,
change or stop a voluntary deduction for:

e Ronald McDonald House
e United Way
e Gifts to LLUH

This new feature provides you the on-line convenience of managing your charitable
contributions without submitting a request form to the Payroll department.

Instructions

e Sign In to PeoplePortal at https://peopleportal.llu.edu

e Locate: Employee Self Service > Payroll > Voluntary Deductions
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Adding a Deduction

Voluntary Deductions

Loma Linda Unv Health Services

The following voluntary deductions are available via Self-5Service:

Ronald McDonald House
Select Add United Way/Charity
Deduction at Gifts to LLUH
the bottom

For other voluntary deductions, use the approved Employee Deduction Authorization form on VIP.
of the screen

Review, add or update your voluntary deductions infogmation.

Voluntary Deductions
Deduction Type  Start Date Stop Date”Status Deduction Goal Amount Goal Balance
$0.00 $0.00
1

Add Deduction

Voluntary Deductions

Add Voluntary Deduction

Deduction is for company: Loma Linda Unv Health Services
(to change company to a different employer than listed above, select the "Return to Voluntary
Deductions” link below and click "Company” link on the top of the page)

*Type of Deduction: | Q

You will be
redirected to

“Enter Amount to be deducted:

th e Add Take deduction until | reach this Goal Amount:
Voluntary “Enter Deduction Start Date: 03M19/2015 [5) exampie: 12131/2000)
Deduction Electi or ch bmitted after Monday of the scheduled pay week may not take effect until the
following pay period.

Set Up '

Enter Deduction Stop Date: [l (sxample: 12/31/2000)
Screen Current Balance: 0.00

* Required Field

Employee Authorization - REQUIRED

Voluntary payrell deductions are offered to employees as a matter of convenience. The employer reserves
the right to change the requirements for participation in this program at any time and without advance
notice.

By checking the box below, you hereby acknowledge the following:

| specifically, freely, unequivocally, and voluntarily request that the above deduction be taken from my
paycheck.

= Signature Indicator

Save

Return to Voluntary Deductions
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Select type of
deduction.

electa
program(s)
you are
passionate
about and
the amount
of your
deduction
that you
would like
allocated to
each area.

To add an
addition
Fund, select
the “+”.

Voluntary Deductions

Add Voluntary Deduction

Deduction is for company: Loma Linda Unv Health Services
(to change company to a different employer than listed above, select the "Return to Valuntary
Deductions” link below and click "Ci ny" link on the top of the page)
*Type of Deduction: ‘ Q. i‘_ Click on the eyeglass icon
to select the deduction

Voluntary Deductions

Add Voluntary Deduction

Once a deduction type is selected,
the deduction frequency (when the
deduction will be taken from your
Deduction is for company: Loma Linda Unv Health Services paycheck) will appear.
(to change company to a different employer than lis
Deductions" link below and click "Company” link on th# top of the page)

*Type of Deduction: Ronald McDonald House Q

Deduction Frequency: 2nd paycheck of ea. month

Additional Instructions for Gifts to LLUH

Voluntary Deductions
Add Voluntary Deduction

Deduction is fer company: Loma Linda Unv Health Services
{to change company ta a different employer than listed above, select the "Return to Voluntary
Deductions" link below and click “Company” link an the top of the page)

*Type of Deduction Gifts to LLUH Q

| Would Like o Give to an Area I'm Passionate About Fing _ First [ 4 of 4 [} Last
Fund Allocation Amt Specific Program (Optional)

- =

Contact the Philanthropy Department to establish a donar account for apprapriate allcation of your funds.

Deduction Frequency: 1st and 2nd paycheck of ea. month

1 Would Like to Give to an Area I'm Passionate About i First [1] 1 0f 1 [v] Last

Fund Allocation Amt Specific Program {Optional
1. Vision 2020 @ $100.00 | =

Contact the Philanthropy Department to establish a donor account for appropriate allocation of your funds.

1 Would Like to Give to an Area I'm Passionate About First [1] 1 of 1 [v] Last

Fund Allocation Amt Specific Program (Optional
1. Vision 2020 - $100.00 | OEI

Contact the Philanthropy Department to establish a donor account for appropriate allocation of your funds.
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The
allocation
amount(s)
will
automatically
calculate the
total amount
to be
deducted.

Enter
deduction
criteria.

| Would Like fo Give to an Area F'm Passionate Alaost
tund Allecation Amt
1. Vision 2020 - $100.00

3 Children's Hospital - S5000

A8

o [

Contact the Philanthropy Depatment to establish a donor account for appropriate allocation of your funds.

Deduction Freguency: 15t and 2nd paycheck of ea. manth

*Enter Amount to be deducted: 150

First 4 12012 M Last

Voluntary Deductions

Add Voluntary Deduction

Deduction is for company: Loma Linda Unv Health Services
(to change company to a different employer than listed above, select the "Return to Voluntary

Deductions” link below and click "Company” link on the top of the page)
*Type of Deduction: Ronald McDonald House Q,

Deduction Frequency: 2nd paycheck of ea. month

J Enter deduction amount (required). I

‘_‘ Enter deduction goal amount (optional). I

example: 12/31/2000)

*Enter Amount to be deducted:

Take deduction until | reach this Goal Amount:

*Enter Deduction Start Date: 03/20/2015

Elections or changes
following pay period.

itted after Monday of the scheduled pay week may not take eff|

Enter Deduction Stop Date: Select start date. The earliest date that can be

selected is the date the deduction is set up.

ﬁ (example: 12/31/2000)

Current Balance:

Enter deduction stop date (optional). r
* Required Field
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Voluntary Deductions
Add Voluntary Deduction

Deduction is for company: Loma Linda Unv Health Services
(to change company to a different employer than listed above, select the "Retumn to Voluntary
Deductions” link below and click "Company" link on the top of the page)

*Type of Deduction: Ronald McDonald House Q
Deduction Frequency: 2nd paycheck of ea. month

* Required Field

Slgn the Employee Authorization - REQUIRED
Employee ! )
Veoluntary payroll deductions are offered to employees as a matter of convenience. The employer reserves
Authorization the right to change the requirements for participation in this program at any time and without advance
notice.
statement.
By checking the box below, you hereby acknowledge the following:
I specifically, freely, unequivocally, and voluntarily request that the above deduction be taken from my
paycheck.
[”] $ignature Indicator
—
Save |
Return to Voluntary Deductions
Voluntary Deductions
Add Voluntary Deduction
Jenna Collins
Deduction is for company: Loma Linda Unv Health Services
(to change company to a different employer than listed above, select the "Return to Valuntary
Deductions" link below and click "Company” link on the top of the page}
*Type of Deduction: Ronald McDonald House Q,
Deduction Frequency: 2nd paycheck of ea. month
PR S
O ol Dl sl o b o & i
* Reyuired Fiela
Employee Authorization - REQUIRED
C||Ck Save. Voluntary payroll deductions are offered to employees as a matter of convenience. The employer reserves
the right to change the requir for participation in this program at any time and without advance
notice.

By checking the box below, you hereby acknowledge the following:

| specifically, freely, unequivocally, and voluntarily request that the above deduction be taken from my
paycheck.

Signature Indicator

M—

Return to Voluntary Deductions
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If save is
successful,
you will be
redirected to
the Save
Confirmation
screen.

Voluntary Deductions
Save Confirmation

“ The Save was successful.

However, due to timing, your change may not be reflected on the next paycheck

Editing a Deduction

From the
Voluntary
Deduction
Screen, select
Edit.

Voluntary Deductions

Loma Linda Unv Health Services

The following voluntary deductions are available via Self-Service:
Ronald McDonald House

United Way/Charity
Gifts to LLUH

For other voluntary deductions, use the approved Employee Deduction Authorization form on VIP.

Review, add or update your voluntary deductions information.
Voluntary Deductions

Deduction Type  Start Date Stop Date Status Deduction Goal Amount Goal Balance

Gifts to LLUH 08/31/2015 Future $150.00 $1000.00 $0.00 Edit |
Eonald McDonald ;
House 08/31/2015 Future §5.00 §0.00 X Edit

Add Deduction
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Make desired
edits and
click Save.

If save is
successful,
you will be
redirected to
the Save
Confirmation
screen.

Voluntary Deductions

Change Voluntary Deduction

Jenna Collins

Deduction is for company: Loma Linda Unv Health Services
(to change company to a different employer than listed above, select the "Return to Voluntary
Deductions” link below and click "Company” link on the top of the page)

*Type of Deduction: Ronald McDonald House
Deduction Frequency: 2nd paycheck of ea. month

*Enter Amount to be deducted: 5.00 ‘_

Take deduction until | reach this Goal Amount: é_

: Make the desired changes to one or all of the marked areas.

“Enter Deduction Start Date: 03/20/2015
Elections or change: mitted after Monday of the scheduled pay week may not take ¢
following pay perjef.

Enter Deduction Stop Date: {|

Current Balance: 0.00

Click Save.
[ st dly

Save 5

Voluntary Deductions

Save Confirmation

v The Save was successful.

However, due to timing, your change may not be reflected on the next paycheck.
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Stopping a Deduction

From the
Voluntary
Deduction
Screen, select
Edit.

To stop a
deduction,
enter a date
in the
Deduction
Stop Date
field. Click
Save.

Voluntary Deductions

Loma Linda Unv Health Semices

The following voluntary deductions are available via Self-Service:

Ronald McDonald House
United Way/Charity
Gifts to LLUH

For other voluntary deductions, use the approved Employee Deduction Authorization form on VIP.

Review, add or update your voluntary deductions information.
Voluntary Deductions

Deduction Type  Start Date Stop Date Status Deduction Goal Amount Goal Balance

Gifts to LLUH 08/31/2015 Future $150.00 $1000.00 $0.00 Edit |
Ronald McDonald ;
House 08/31/2015 Future §5.00 §0.00 Edit

Add Deduction

Voluntary Deductions
Change Voluntary Deduction

Deduction is for company: Loma Linda Unv Health Services

(to change company to a different employer than listed above, sel
Deductions” link below and click "Company” link on the top of the

*Type of Deduction: Ronald McDonald House

ap— l gy - aeRabuction Freggencx: 2nd pW“:a_rmM«- _»

llowing pay.[‘h riou.

Enter Deduction Stop Date: 0913012015 [yl (example: 12/31/2000)

Current Balance:

* Required Field

Employee Authorization - REQUIRED \

Voluntary payroll deductions are offered to employees as a matter of convenience. The employer reserves
the right to change the requirements for participation in this program at any time and without advance
notice.

By checking the box below, you hereby acknowledge the following:

I specifically, freely, unequivocally, and voluntarily request that the above deduction be taken from my

paycheck.
nature Indicator
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If save is
successful,
you will be
redirected to
the Save
Confirmation
screen.

Voluntary Deductions

Save Confirmation

“ The Save was successful.
However, due to timing, your change may not be reflected on the next paycheck.
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