How to View, Edit, and Add Voluntary Deductions

This Job Aid illustrates how to View, Edit, and Add Voluntary Deductions.
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Navigate to: Main Menu >
Self Service > Payroll and
Compensation > Voluntary
Deductions
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Click the ADD Deduction button
to add a Voluntary Deduction
and go to Section | below.

OR Voluntary Deductions

Click the Edit button next to the
Voluntary Deduction you wish to
edit and go to Section Il on

Voluntary Deductions

San Diego Unified School Distr

Community Service Asseciation

| Add Deduction | 2

Start Date

Review, add or update your voluntary deductions information

Stop Date  Status Deduction

11/04/2003 Currently $5.00

2

page 2.

Section I. Adding a Voluntary Deduction

Click the @ to select Type of Deduction.
Only choice is Community Service Association.

Select Amount or Percent from the drop-down
menu. Select Amount if you want a fixed dollar

C.

Enter Amount/Percentage to be
deducted, Start Date and Stop
Date. (Stop Date is optional and
can be left blank.)

amount to be deposited. Select Percent if you

d. Click Submit.

want a specific percentage of your gross pay to

be deposited.

Voluntary Deductions

San Diego Unified School Distr

Add Voluntary Deduction

*Select whether Deduction is a Flat Amount or Percent b @
“Enter Amount or Percent to be deducted “

*Type of Deduction |(Community Service Association Q. a

*Enter Deduction Start Date Eﬂ (example: 12/31/2000)

C Enter Deduction Stop Date [#] (Opticnalfexample: 12/31/2000)

Current Balance |0.00

Selecta Charity: 0000

taken.
* Required
Return fo Voluniary Deductions

CSA Charity Selection (Optional)

If you would like to designate a charity, please select a charity below.
IT you don’t choose a specific charity, then your donaticn will be distributed fo charities in San Diego County by CSA.

[] Please check this box if the charity you wish to designate is not in the list of charities above
Also please send an email fo csa@sandi.net with the Charity Name, Tax ID, and Mailing Address

I you wish to donate fo multiple chariies, please send the Charity Names (from the list above) and Amount you wish o
donate to each charity to csa@sandinet

Reminder: Deductions of this nature are only taken on the montnly payroll payable on the
— last working day of the month. Depending on payrall fimelines, this new or updated
Submit d ~ deduction may not be taken until the monthly payroll following the manth this action was

U No charity selection. Charity will be assigned by CSA

Aedo




How to View, Edit, and Add Voluntary Deductions

e. Click OK. Voluntary Deductions

Submit Confirmation

V The Submit was successful.

However, due fo timing, your change may not be reflected on the nexi paycheck.

il

Section Il. Editing Your Voluntary Deduction

a. Choose Amount or Percent from the drop-down menu.

b. Modify the Amount or Percent to be deducted and Stop Date. (Stop Date is
optional and can be left blank.)

c. Click Submit.
Voluntary Deductions
Change Voluntary Deduction

San Diege Unified School Distr

*Type of Deduction Community Service Association

*Select whether Deduction is a Flat Amount or Percent a
*Enter Amount or Percent to be deducted}5.00
b *Enter Deduction Start Date| 09/21/2016 (example: 12/31/2000)
Enter Deduction Stop Date] 12/2%/2017  |[] Optional (example: 12/31/2000)

Current Balance 0.00

CSA Charity Selection (Optional)

If you would like to designate a charity, please select a charity below.
IT you don’t choose a specific charity, then your donation will be distributed to charities in San Diego County by CSA.

Selecta Charity: 0000 @, No charity selection. Charity will be assigned by CSA

O Flease check this box if the charity you wish fo designate is not in the list of charities abowe.
Also please send an email to csa@sandi.net with the Charity Name, Tax ID, and Mailing Address.

IT you wish to donate to multiple charities, please send the Charity Names (from the list above) and Amount you wish o
donate to each charity to csa@sandi.net.

Reminder: Deductions of this nature are only taken on the monthly payroll payable on the
C ‘ast working day of the month. Depending on payroll timelines, this new or updated

leduction may not be taken until the monthly payroll following the month this action was
taken.

Submit

* RequiretrTield

Return to Voluntary Deductions

Yoluntary Deductions
Submit Confirmation

d. Click OK.
V The Submit was successful.

However, due fo timing, your change may not be reflected on the nexi paycheck.
d
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