2011 Annual Fund Campaign

Payroll Deduction Tutorial



Log Into Web Advisor

(Please note this is the only way in which a payroll deduction can be authorized)
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Logging In

King's College - IITS - WebAdvisor - Windows Internet Explore
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Important Notices To All WebAdvisor Users
= WebAdvisor will be down for maintenance:
WebAdvisor 1:45AM - 2:00AM Every Day i
0AM - 4:30AM Every Friday Morming
A:40AM - 5:00AM Every Sunday morming
Hi Mom Cam « The APPLICATION FOR GRADUATIONM function should be working for those students
WebCT / Moodle approved by the registrar. y
T - PLEASE be sure to Click on the LOG IM tab at the top of the screen in WebAdvisor and
ech Web - . - :
login first. Otherwise you will not be able to access any menu items.
+ The recommended browsers to use with WebAdvisor:
IE B.x, |IE 7.0 and |IE 8.0 on Windows
Firefox 1.7, 2.0+, 3.0+ on Mac, Windows_ Linusx
Safari 2.0+ and 3.0+ on Mac
= The minimum supported resolution for WebAdvisor is 1024 x 768
= We have identified a WebAdvisor conflict with users that have loaded Google Toolbar on
Internet Explorer 7. For now we recommend you not load Google Toolbar on IE Tand
use WebAdvisor.
= If you typo your password FIVE times and get locked out of WebAdvisor, your
lock will be cl d automatically in 15 mi Please do NOT attempt to I I
login within the 15 minute time period otherwise the lockout time period will be P ease Se eCt
reset.
= Please follow the What's My Password? link if you have forgotten your 13 H
pasarord ogin To
= If you have a business office hold or other campus hold on your account you
NOT be able to login to WebAdvisor until 24 hours AFTER that hold is cleared. . L1)
- NOTICE TO VERIZON e-Mail USERS: Verizon is currently blocking WebAdvisor We bAdVISor
password reset e-Mail messages. You must either use your kings e-Mail address to
send your reset to OR contact the help line to get your username/password
Login To WebAdvisor
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MaAN MENL CONTACT US
¥

Welcome Guest!

WebAdvisor gives students, staff, and the community access
to our databases.

Select your point of entry to the right.

This site chose VeriSign
SSL for secure e-commerce
and confidential L3
communications.

unt Information  I'm Mew to WebAdwvisor What's My Password?

LOG IN Main MeEnNU CONTACT Us

Please click on “Log In”.
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Enter User ID & Password

/= Log In - Windows Internet Explorer
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AMAIN MENU CONTACT US

Welcome Guest!

Log In 5
Please enter your UserID (first name last name

e :(_,U_Tfmp.:;w = with no spaces) and your password. You will
= then click on “Submit”.

SUBMIT

AMAIN MENL

WebAdvISor;..

CONTACT US

~
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Select “Employees” tab

- Windows Internet Explorer

/= WebAdvisor Main Menu
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CHANéE PASSWORD LoG OUT AAIN MENU CONTACT US
2
WebAdvisor gives students, staff, alN the community access
to our databases.
Select your point of entry to the right.
This site chose VeriSign
SSL for secure e-commerce
and confidential
communications.
Account Information m New to VWebAdwvisor What's My Password?
CHANGE PASSWORD LOG OuT MAmNn MENL CONTACT Us
WwebAdvisor; .
You will see your name on the page and you will then need to select
The “Employees” tab. This may be in a different order on your individual
page.
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elect “Benefit Enrolilment”

WebAdvisor for Employees - Windows Internet Explorer
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The following links may display confidential information.

I'm New to WebAdvisor
What's mv User ID?
¥/hat's my password
Change Password
Address Change

Employee Profile

Position Summary

Leawve Plan Summary

My Stipends

Pay Advices

View Pay Advices (For Administrators’
Wi-2 (For Administrators}

Avwailable W-2 Statements

Current Benefits

Benefit Enroliment

Time Entry and Approval

Time entry
Time history
Time approwval (for supervisors)
Emplovee history (for supervisors’

EMPILOYEES MENU CONTACT US

ATAIN MENU

CHANGE PASSWORD

My Documents
Financial Information

Budget selection
Budget summary

Budget selection
Budget summary

Purchase Orders

Work Orders

EMPLOYEES MENU CONTACT Us

CHANGE PASSWORD

&

~
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Select “Enroll or Change Benefits’

& Benefit Enrollment - Windows Internet Explorer L -l ‘ ‘ - - -—
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& Benefit Enrollment
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Benefit Enrollment

Coverage or Participation Levels Dependents Health Care Provider Information Beneficiaries Available During This Enrollment Period

Current Benefits
You are not currently enrolied in any benefits ||

@& |[Enrollor Change Benefits
- ﬁanage Dependents/Beneficiaries.
P H PrDND Enrolment Completion

EMPLOYEES MENU HELP CONTACT Us

CHANGE PASSWORD LoG out
WebAdvisor;

€& Local intranet | Protected Made: OFf

Done

AR = Ny

Please select “Enroll or Change Benefits” and then click on “Continue”.




Select 2011 Annual Fund Campaign
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IKING’ S COLLEGE

CHANGE PASSWORD LOG OUT EMPLOYEES MENU

Select Benefits to Enroll or Change

Select All That Apply Benefit Selections
[ [z Annuarrens campan

Continue

€41 ANGE PASSWORD LOG OUT EMPLOYEES MENU HELP CONTACT US

WebAdvisor;

€ Local intranet | Protected Mode: OFf

Done

Please select “2011 Annual Fund Campaign” and then click on “Continue”




Make an Election & Designation
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& Benefit Selection - Windows Internet Explorer
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& Benefit Selection
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Benefit Selection

Please enter the BLWEEKLY amount you would like to contribute to the 2011 Annual Fund Campaign through payroll deduction. Please note this amount will be withheld each of the 26 pay periods beginning in April 2011 through March 2012,

For example: If you elect a $2.00 BLWEEKLY deduction, your annual contribution will equal $52.00 (S2.00 x 26 pays = $52.00) for the 2011 Annual Fund Campaign

Currently you have no 2011 Annual Fund Campaign contribution through payroll deduction.
Beneficiaries

Benefits Coverage or Participation Levels D d Health Care Provider Information

Current 2011 Annual Fund C
You are currently not enrolied in any benefits.

Please enter the BHWEEKLY amount you would like to contribute to the 2011 Annual Fund Campaign through payroll deduction. Please note this amount will be withheld each of the 26 pay periods beginning in April 2011 through March
2012. For example: If you elect a $2.00 BLWEEKLY deduction, your annual contribution will equal $52.00 (S2.00 x 26 pays = $52.00) for the 2011 Annual Fund Campaign. NOTE: If you would like to designate your conribution to a specific

use, you will need to specify the allbcation in the “Provider” sention. If your donation is unrestricted, please list “unrestricted” under “provider” name.

Select One 2011 Annual Fund Campaign Benefits Coverage or Participation Levels Rate Information

e

‘ P ” Save mwn and go to the next form

save chanisgand go to the next form

H 2011 Annual Fund Drive ‘

B

€& Local intranet | Protected Mode: OFf fa v ®100% -
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Please select “2011 Annual Fund Campaign” and
“Save Information and go to the next form”. Then
Please click on “Continue”.




Choose your bi-weekly donation

4 Enter Benefit Amount - Windows Intarnat Explorar | . a3 WE@Q

@\_J = [&] https//wab2 kings.edu:B443 /webadvisorc/colleague?TOKENIDX=7518467320855=4 &APP = HR&C ONSTITUENC Y= WBEM - G [+ ] x | [2W Google £ -]

3  @jConvert ~ [ Select
i Favorites ‘ 5is @ Suggested Sites v @] Web Slice Gallery = ] Best of the Web 4] Channel Guide @] Free Hotmail ] Internet Explorer Mews [ Internet Start g} RealOne Player | | ws_ftp.log
- ~ [ dm ~ Page~ Safety~ Tools~ @~

& Enter Benefit Amount

CHANGE PASSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP CONTACT US

Enter Benefit Amount

Benefit Maximum Annual Amount Pay Period Amount
‘ 2011 Annual Fund Drive H $989,989.99 ” 200

‘ I3 ” Save information and go to the next form |

‘ ~ ”an save changes and go to the next form |

SUBMIT

CH \NGE PASSWORD LOG OuUT MAIN MENU EMPLOYEES MENU HELP CONTACT Us

Web e
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Please enter the BI-WEEKLY payroll deduction here.
This will be deducted for each of the 26 pays starting with the first pay in April 2011.

Once the bi-weekly payroll deduction amount is entered, please click on
“Save information and go to the next form” and then “Continue”.




Designate Your Gift

& erter = Hesith Care Provider for This Bencht_Windews Intermet Expiorer T . . TS  oone Uh S

@Q = [&] nttps://wal2 kings.edu:B443/webadvisore/ colleaguelTOKENIDX=7518467320 8555 8APP= HR&C ONSTITUENCY=WBEM - G [+ ] x | [2W Google o ~|

3  @jConvert ~ [ Select
i Favorites ‘{5 & suggested Sites » @] Web Slice Gallery = & Best of the Web @ Channel Guide ] Free Hotmail & Internet Explorer News [T Internet Start @@ RealOne Player | | ws_ftp.log
- = [ d=n > Page~ Safety = Tools~ @~

| (€ Enter 2 Health Care Provider for This Benefit

IKING’ S COLLEGE

CHANGE PASSWORD LOG OUT EMPLOYEES MENU CONTACT US

Enter a Health Care Provider for This Benefit

First Priority Life Insurance  TlAA-Cref  Wision Benefits of America  Defta Dental  Benefit Rates  Additional Life Insurance

Benefit

2011 Annual Fund Drive

Provider Information Needed for _Provider Name Provider ID
‘ Wr. Dummy Employee: ” [unrestricted H I

‘ & ” Save information and go to the next form |

‘ - ”an save changes and go to the next form |

CHANGE PASSWORD LoG OuT EMPLOYEES MENU HELP CONTACT Us

WebAdvisor; .«
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Please designate your gift on this screen as either “unrestricted” or specify the use of your funds.
Type in the name and then click on
“Save information and go to the next form” and “Continue”




Review Gift and Allocation
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CHANGE PASSWORD LOG OUT MAIN MENU EMPLOYEES MENU CONTACT Us

Enrolliment Confirmation

Pending Elections for This Benefit Enrollment Enrollment Action Coverage or Partici i Levels D Health Care Provider Information Beneficiaries
2011 Annual Fund Drive [ Enron |[s2.00 I |[ seif - unrestrictea i

|| Save Choices and Complete Later \

¢ |[ Save and go back to make other selections or corrections

¢ |[ Manage Dependents/Beneficiaries.

& | Ready to sign

By clicking "Submit” Final Enroliment button below, you are providing an electronic signature Jliowing King's College to deduct your 2011 Annydl Fund Campaign contribution through payroll deduction

= Electronic Signature for Final Enroliment

SUBMIT

CHANGE PASSWORD EMPLOYEES MENU =0 CONTACT US

WebAdvisor; «

// 73l €& Local intranet | Protected Mode: OFf o v H100%
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Please review your bi-weekly payroll deduction and allocations
You are not done until you sign the form by clicking “Ready to Sign” and
“Electronic Signature for Final Enrollment” and “Submit”.




Your are done
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| @ Confirmstion Complete

IKING’S COLLEGE
CHANGE PASSWORD LoG ouT EMPLOYEES MENU HeLP CONTACT Us

Confirmation Complete

Thank you fer denating through payrell deductien te the 2011 Annual Fund Campaign. Your elections have been routed to the Payroll Department for processing.

OK

GHANGE PASSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP GONTACT US

WebAd LEE:

Done {73l R Local intranet | Protected Mode: OFf 5 v ®100% -~
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Once you receive this confirmation page you
are done. If you do not receive this page you have
NOT completed the enroliment process.




