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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: 
 

• Ronald McDonald House 
• United Way 
• 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 

 

 
• Sign In to PeoplePortal  at https://peopleportal.llu.edu 
• Locate: Employee Self Service > Payroll > Voluntary Deductions 

 

 
 
 
 

 

https://peopleportal.llu.edu/
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Adding a Deduction 
 
 
 
 
 
 
 
Select Add 
Deduction at 
the bottom 
of the screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be 
redirected to 
the Add 
Voluntary 
Deduction 
Set Up 
Screen 
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Select type of 
deduction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
elect a 
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 “+”. 
 
 

 

 
 

 
 

 
Additional Instructions for Gifts to LLUH 
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The 
allocation 
amount(s) 
will 
automatically 
calculate the 
total amount 
to be 
deducted. 
 
 
 
 
 
 
 
 
 
Enter 
deduction 
criteria. 
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Sign the 
Employee 
Authorization 
statement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Save. 
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If save is 
successful, 
you will be 
redirected to 
the Save 
Confirmation 
screen. 
 

 

 

 

Editing a Deduction 
 
 
 
 
 
 
From the 
Voluntary 
Deduction 
Screen, select 
Edit. 
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Make desired 
edits and 
click Save. 
 
 
 
 
 
 
 
 
If save is 
successful, 
you will be 
redirected to 
the Save 
Confirmation 
screen. 
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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. 
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If save is 
successful, 
you will be 
redirected to 
the Save 
Confirmation 
screen. 
 

 

 

 
 


