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Entering Voluntary Deductions in SCEIS

1. Go to My Services, Manage my services

Home
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Employee Lookup
Search for employees

My Profile
View my profile

My Services
Manage my services

My Leave Reguests
Manage my leave re

My Paystubs
View my paystubs

Confidential

My Insurance and
Retirement
PEBA - State Health

My Career
Seareh for State jobs

My Talent
Manage my talent

2. Select Voluntary Deductions

3. Choose one-time or recurring deduction
a. For first time donors select “New”

b. Forrecurring donors to increase
or edit their pledge, select “edit”
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Owverview Edit

Recurring Voluntary Deductiong
Deduction Type Amount Per Pay

2050 -CAIC-AG

2200 -United Way

2200 -United Way

2200 -United Way

. 2200 -United Way

Mew Edit Stop Deduction

Way
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MY TRAVEL AND EXPENSES

(such as a bank or loan agency).

Withholdings (W-4)
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W-4 Tax Withholding
You can create, change, and display the information included on the W-4 form here.

Voluntary Deductions

Py B Voluntary Deductions (Recurring)
Maintain recurring deductions, such as charities, membership dues, credit union, and insurance.
NOTE: Entries made here will be deducted from each paychec!

# B Voluntary Deductions (One-Time)

Create a one-time only deduction for a charity organization.
NOTE: Entries made here will be deducted one-time only

MY TRAVEL AND EXPENSES

e B My Trips and Expenses

Display, change, copy, or cancel one of your existing travel requests or expense reports
e B Create Travel Request

Create a Travel Request i a prior approval for Travel is required.
Pie [iE] Create Expense Report

Create an expense report for a trip. You can can also create expense reports for trips with existing travel requests.
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Overview Edit

One-Time Voluntary Deductions

Deduction Type = Amount Date

[i] Mo current deductions

Mew Edit Stop Deduction




