2013 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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Follow along with the Gym Construction with our webcam! webcam, kings.edu Anti-Virus Software
Student Search Change Password
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Login to WebAdvisor
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= WebAdvisor will be down for maintenance:
1:45AM - 2:00AM Every Day
3:30AM - 4:30AM Every Friday Morning

Employee Search

Student Search 4:00AM - 5:00AM Every Sunday morning
The APFLICATION FOR GRADUATION function should be working for those students approved by the registrar.
PLEASE be sure to Click on the LOG IM tab at the top of the screen in WebAdvisor and login first. Otherwise you

will not be able to access any menu items.
WE = « The recommended browsers to use with WebAdvisor:
STUDENT BMAIL IE 6.x, IE 7.0 and IE 8.0 on Windows

Firefox 1.7, 2.0+, 3.0+ on Mac, Windows, Linux
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Log In
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Prospective Students

Students

‘WebAdvisor gives students, staff, and the community access
1o our databases.

Select your point of entry to the right.

This site chose VeriSign SSL

for secure e-commerce and

confidential communications.
ABOUT SSLCERTIFICATES

ount information  fm New to WebAdvisor  What's My Password?
LOG IN MAIN MENU CONTACT Us
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Please click on “LOG IN".
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Enter User ID & Password
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LOG IN MAIN MENU CONTACT Us

Welcome Guest!

Log In
Please enter your User ID (first name last name

vere ol with no spaces) and your password. You will
Fussvrd [eneeesee 4= then click on “SUBMIT".
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CONTACT Us

MAIN MENU
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Select “Employees” tab
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Prospective Students
Welcome Beth Ann Kolodgie!
Students

‘WebAdvisor gives students, staff, and the cogunity access
1o our databases,

Select your point of entry to the right.

This site chose VeriSign
SSL for secure e-commerce
Verisign =
Teusted and confidential
VERIFY communications.
ABOUT SSLCERTIFICATES

Account information  fm New to WebAdvisor  What's My Password?
CHANGE PASSWORD LoG out MAIN MENU CONTACT Us

WebAdvisor; .

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 “2013 Annual Fund Campaign”
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CHANGE PASSWORD Main MENU EMPLOYEES MENU CONTACT Us

The following links may display confidential information

User Account Communication
I'm New to WebAdvisor iy Documents
What's my User ID7
What: . .
What's my password

Change Password

Address Change [s]
Address Change Budoet selection

Budget summary

mn

Employee Profile

Position Summary

Leave Plan Summary

lly Stipends

Pay Advices

View Pay Advices (For Administrators)

W-2 Electronic Consent Purchase Orders
-2 (For Administrators}

W-2 Statements

T4 Electronic Consent

Current Benefits

2013 Annual Fund Campaign

Budaget selection
Budget summary

Work Orders

Time entry
Time history
Time approval (for supervisors)
Employee history {for supervisorsy

Please click on “2013 Annual Fund Campaign”
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Select “Enroll or Change Benefits”
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CHANGE PASSWORD LoG out MAIN MENU EMPLOYEES MENU HELP CONTACT Us

2013 Annual Fund Campaign

Current Benefits Coverage or Participation Levels Dep Health Care Provider Information Beneficiaries Available During This Enrollment Period
“You are not currently enrolled in any benefits. H ” H H ”

" Enroll or Change Benefis

Y %ge Dependents/Beneficiaries

[l Prncew\mem Completion

CHAN 5E PASSWORD LoG out MAIN MENU EMPLOYEES MENU HELP CONTACT Us

Web__ j 0r;..

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




Select 2013 Annual Fund Campaign
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Annual Fund Enrollment

Select All That Apply Benefit Selections
v ” ‘Annual Fund Drive 2013

CHANGE P, \SSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP CONTACT Us

WebAdvisar::

Please select “Annual Fund Drive 2013"” and then click on “Continue”.




Make an Election & Designation
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Benefit Selection

Please enter the BFWEEKLY amount you would like to contribute to the 2013 Annual Fund Campaign through payroll deduction. Please note this amount will be withheld each of the 26 pay periods beginning in July 2013 through June 2014. For
example: If you elect a $2.00 BFWEEKLY deduction, your annual contribution will equal $52.00 ($2.00 X 26 pays = $52.00) for the 2013 Annual Fund Campaign

Currently you have no 2013 Annual Fund Campaign contribution through payrell deduction.

Current Annual Fund Drive 2013 Benefits Coverage or Participation Levels Depend Health Care Provider Information Beneficiaries
| “You are currently not enrolied in any benefits. ” H ” ” |

NOTE: If you would like to designate your donation to a specific use, you will need to specify the allocation in the “Provider” section. (Y'ou wil be prompted for this information two screens after leaving this screen) You can review a list of
desingations by clicking on the blue text “2013 Annual Fund Drive” link below. If your donation is unrestricted, please list"unrestricted” under "Provider” name.

Select One Annual Fund Drive 2013 Benefits Coverage or Participation Levels

Rate Information
” = H 2013 Annual Fund Drive
— ——

< |
N

& | save \nfnrrWnd 90 to the next form

We changedNgnd go to the next form

— If you would like your donation to go
E— towards a specific use please click
= —Fon this link for a list of options. You will

Glocs
enter this designation on the
Please select “2013 Annual Fund Drive” and Designate your Gift screen (future
“Save Information and go to the next form”. Then

: : Screen).
Please click on “Continue”.
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Choose your bi-weekly donation
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CHANGE PASSWORD LoG out Maiv MENU EMPLOYEES MENU HELP CONTACT Us

Enter Bi-weekly Payroll Deduction Amount

Benefit Maximum Annual Amount Pay Period Amount

|2013Annual Fund Drive || $999,999.99 ” |2 00 |

o Save information and go to the next form

- DuWe changes and go to the next form

SUBMIT

CH/INGE PASSWORD LoG out Maiv MENU EMPLOYEES MENU HELP CONTACT Us

WebAdvisor;.

Please enter the BI-WEEKLY payroll deduction here.
This will be deducted for each of the 26 pays starting with the first pay in July 2013.

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




Designate Your Gift

/& Designate your Gift in Provider Narme or list Unrestricted - Windows Internet Explarer
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Designate your Gift in Provider Name or list Unrestricted
Annual Fund Contributions

Designate your gift or list "unrestricted” in the Provider Name. A list of designations can be found by clicking on the blue hyperlinked text in the upper right hand corner entitled "Annual Fund Contributions.”

Benefit

2013 Annual Fund Drive

Provider Information Needed for Provider Name Provider ID
Mrs. Beth Ann Kolodgie

|| Iunrestrlcted H I

Save information and go to the next form

chan ges and go to the next form
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Continue

CHANGE PASSWORD LoG OuT MAIN MENU EMPLOYEES MENU HELP CONTACT Us

WebAdvisor: .

| Please designate your gift on this screen as either “unrestricted” or specify the use of your funds:
*Greatest need (unrestricted)
*Employee Scholarship
*Faculty Scholarship
*Other (please identify specific designation — contact Institutional Advancement for other options)
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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Enrollment Confirmation

Pending Elections for This Benefit Enrollment Enrollment Action Coverage or Participation Levels Depend Health Care Provider Information Beneficiaries
[ 2012 Annual Fund Drive [[Enron [s2.00 Il |[ et - unrestricted I |
I Save Choices and Complete Later /[\
fel Save and go back to make other selections or corrections
fel Manage Dependents/Beneficiaries
i+ Ready to sign

By clicking "Submi al Enroliment button below, you are providing an electronic signatpre allowing King's College to uct your 2012 Annual Fund Campaign contribution through payroll deduction.

172 Electronic Signa for Final Enroliment

SUBMIT

Please review your bi-weekly payroll deduction and allocations i
You are not done until you sign the form by clicking “Ready to Sign” and
“Electronic Signature for Final Enrollment” and “Submit”.
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You are done
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Confirmation Complete

Thank you for donating through payroll deduction te the 2012 Annual Fund Campaign. our elections have been routed to the Payroll Department for processing.

CHANGE P.A\SSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP CONTACT Us

WebAdvisor;.

Once you receive this confirmation page you -

are done. If you do not receive this page you have =
NOT completed the enrollment process.

=




	2013 Annual Fund Campaign
	Log Into Web Advisor�(Please note this is the only way in which a payroll deduction can be authorized)
	Login to WebAdvisor
	Log In
	Enter User ID & Password
	Select “Employees” tab
	Select “2013 Annual Fund Campaign”
	Select “Enroll or Change Benefits”
	Select 2013 Annual Fund Campaign
	Make an Election & Designation
	Choose your bi-weekly donation
	Designate Your Gift
	Review Gift and Allocation
	You are done

