2016 Annual Fund Campaign

Payroll Deduction Tutorial




Log Into Web Advisor
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Home > MyKing's

[Follow King's 17 on Twitor W | Please click
HEADLINES On Web Advisor

MYKING'S Forwollege IITS News Link. e...Follow Us On Twitter @KingsIITS

As we expand KC Wireless, you may havearstovereag aeacuivatea ports in your residence hall. If you need assistance
in setting up some smart devices, we put together a guide that might help. Further questions can be referred to the

WebAdvisor Help Desk.

Help Desk

Moodle Don’t forget—your King's College Email/Office365 account comes with free downloads of Office 2013 forup to 5
devices. Get your complimentary copies today.

Tech Web
New students: Have you set up all your administrative services at King's? This guide/checklist covers all the things a
Web Cams v new student should be familiar with.

Class Cancellations New office phones have been deployed around campus. Find out more about this project, click here.

//twitter.com/KingsIITS




Login to WebAdvisor
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Please select
“LoginTo
WebAdvisor”

Home > MyKing's » Weh Advisor

LOGIN TO WEBADVISOR &
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WebAdvisor IF you are experiencing an “Internet Explorer cannot display the webpage” message when accessing WebAduvisor,
follow Fhese stens below to correct the issue:




Log In
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Students

Welcome Guest!

WebAdvisor gives students, staff, and the community access
10 our databases

Select your point of entry to the right.

This site chose VeriSign

J Norton 551 for secure e-commerce
SECURED and confidential
wered by Symamtec | COMMURications.

ABOUT SSLCERTIFICATES.

Account Information  fm New to WebAc What's My Passw ord?
Log IN MAIN MENU CONTACT Us

WebAdvisor;.»

POWERED BY ellucians

Please click on “LOG IN”.




Enter User ID & Password
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Welcome Guest!

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

B TR with no spaces) and your password. You will
Frosuors [ouseese 4= then click on “SUBMIT”.

Show Hint: [
SUBMIT

CONTACT US

MAIN MENU
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LOGIN
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Select “Employees” tab
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CHANGE PASSWORD LOG ouT MAIN MENU CONTACT US

Prospective Students
e s

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

| (€ WebAdvisor Main Menu

e KING’

Select your point of entry to the right.

This site chose VeriSign
S5L for secure e-commerce
and confidential

VERIFY® communications.

ABOUT SSL CERTIFICATES

Account Information  'm New to WebAdvisor  What's My Password?
CHANGE PASSWORD LOG OUT Mam MENU CONTACT Us

webAavisar;.

You will see your name on the page and you will then need to select
The “Employees” tab. This may be in a differentorderon your individual

page.
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Select “2016 Annual Fund Enrollment”

CHANGE PASSWORD LoG out MAIN MENU EMPLOYEES MENU CONTACT Us

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Welcome Beth Ann Kolodgie!

The i may display tial ir ‘mafion.

Im hew to WehAdvisor
== " Whats my User ID?

What's my passw ord

Change Passw ord

CHANGE PASSWORD LoG out MAIN MENU EMPLOYEES MENU CONTACT Us

WebAdvisor:.

POWERED BY elluciane

Please click on “2016 Annual Fund Enroliment”.




Select “Enroll or Change Benefits”
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2014 Annual Fund Campaign

Current Benefits Coverage or Participation Dependents Health C_are Provider Beneficiaries Ava_llable During This Enrollment
Levels Information Period
Additional Life Insurance oo.00 Mo
Empl
Dental Family £27.10 Courteny Giamussoe; Nicholas Giamusso, Ross No
Giamusso
Group Life Insurance No
Long Term Disability No
Medical Spending Account 51924 No
Ppo $300 Deductible Family || $68.42 Courteny Giamussa; Nicl Giamusso; Ross No
Giamusso
Retirement - 3% 3.0000% Mo
Vision Family $353 Courteny Giamusso; Nicholas Giamusso, Ross No
Giamusso
[ Your current benefits will be listed that
e~ S are not available to change during this
() || Proceed to Enroineng Completion g g

Campaign.

Please select“Enroll or Change Benefits” and then click on “Continue”.
The only benefityou can enroll in or change is the Annual Fund Campaign.




Select Annual Fund Drive 2016
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Annual Fund Enrollment

Select All That Apply Benefit Selections

- H Annual Fund Drive 2016
-

‘CHANGE PASSWORD LOG OuUT MAIN MENU EMPLOYEES MENU HELP CONTACT Us

WebAdvisor; >

POWERED BY ellucians -

el €ld | Pleaseselect“Annual Fund Drive 2016” and then click on “Continue”. | ==&
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3/28/2016



Make an Election & Designation
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Benefit Selection

Please enter the BFWEEKLY amount you would ke to contribute to the 2015 Annual Fund Campaign through payroll deduction. Please note this amount will be withheld each of the 26 pay periods beginning in July 2015 through June 2016. For example: If you elect a $2.00 BLWEEKLY deduction, your annual contribution will equal $52.00

(52.00 X 26 pays = $52.00) for the 2015 Annual Fund Campaign.

Currently you have no 2015 Annual Fund Campaign contribution through payroll deduction.

Current Annual Fund Drive 2015 Benefits Coverage or Participation Levels Dependents Health Care Provider |

[vou are currently not enrolled in any benefis
Pending Elections for This Enrollment Period Enrollment Action Coverage or Participation Levels Dependents Health Care Provider Information Beneficiaries
[[s10.00 |[ serr- unrestrictea Il

|[Enron

[2015 Annual Funa orive

NOTE: If you would like to designate your donation to a specific use, you wil need to specify the allocation in the “Provider” section. (You will be prompted for this infermation two screens after leaving this screen) You can review a list of desingations by clicking on the biue text 2015 Annual Fund Drive” link below. If your donation

is unrestricted, please list"unrestricted” under "Provider” name.

Select One Annual Fund Drive 2015 Benefits Coverage or F Levels Rate Information

Save \MDNM and go to the next form

wnt save cm}gﬁann go to the next form

Ol

By

Continue

If you would like your donationto go
towards a specificuse please click
on this link for a list of options. You will
enter this designation on the
Designate your Gift screen (future
Screen).

Please select“2016 Annual Fund Drive” and
“Save Information and go to the next form”. Then
Please click on “Continue”.




Choose your bi-weekly donation
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CHANGE PASSWORD LoG OuUT MAIN MENU EMPLOYEES MENU HeLp CONTACT Us

Enter Bi-weekly Payroll Deduction Amount

Benefit i Annual Amount Pay Period Amount
‘ 2016 Annual Fund Drive " £999,999.99 ” [10.00

@& || Save information and go to the next form
ol not save changes and go to the next form

CHANGE PASSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP

WebA dv{gor:.;

CONTACT Us

Please enter the BI-WEEKLY payroll deduction here.
This will be deducted foreach of the 26 pays starting with the first pay in July 2016.

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




Designate Your Gift
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CHANGE PASSWORD LOG OUT MAIN MENY EMPLOYEES MENU HELP CONTACT US

Designate your Gift in Provider Name or list Unrestricted
{™" Annual Fund Confributions

Designate your gift or list “unrestricted” in the Provider Name. A list of designalions can be found by ciicking on the blue hy perinked text in the upper right hand comer entitied "Annual Fund Contributions.”

Benefit

2016 Annual Fund Drive

Provider ion Needed for Provider Name Provider ID
‘ i R ” IPrasidemial Hope H |

Save information and go to the next form

Ol w

Q! s2ve changes and go o the nextform

Continue

CHANGE PASSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP CONTACT US

WebA dvf§or;.;

Please designate your gift on this screen as either “unrestricted” or specify the use of your funds:
*Greatest need (unrestricted)
*Presidential Hope Fund
*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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Enroliment Confirmation

Pending Elections for This Benefit Enrollment Enrollment Action Coverage or Participation Levels Dependents Health Care Provider Information Beneficiaries
2016 Annual Fund Drive [ Envon [s10.00 I |[[Sef - Presidental Hope l

|| Save Cnoices and Complete Later

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

|| Manage Dependents/Beneficiaries

& || Ready tosion

By clicking “Sub Final Enroliment button below , you are providing an electronic signature allow ing King\s College to deduct your 2016 Campaign through

‘CHANGE PASSWORD LOG QUT MAIN MENU EMPLOYEES MENU HELP CONTACT US

WebA dvi§o£:.:

POWERED BY elluciar

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”.

R~ -




You are done
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Confirmation Complete

Thank you for donating through payroll deduction to the 2016 Annual Fund Canypaign. Your elections have been routed to the Payroll Department for processing.

‘CHANGE PASSWORD LOG OUT MAIN MENU EMPLOYEES MENU HELP GONTACT Us

WebAdvisor;.»

Once you receive this confirmation page you
are done. If you do not receive this page you have
NOT completed the enroliment process.

VA



