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Introducing My Pay and Info

e Features & Benefits

* Functionality:

Personal Information
Payslip

Direct Deposit

Tax Info Federal (W4)
Tax Info State (W4)
Tax Info (W2)

* System Interaction

* Support



Features and Benefits

As you can see, there are several
features and benefits to the user.

Features

Benefits

Online access to your Personal Information,
banking and tax (W-2/W-4 Form) records

Changes are posted immediately and available

from any computer

Set up Direct Deposits to as many as 5
accounts

Greater flexibility in managing your money

Verify and update your Emergency contact
information

Readily accessible to managers using BUG
report 104a

Ability to “opt in” or “opt out” of receiving
printed payslips

Easily manage preferences for receiving pay
information

Paperless option— “go-green”

Supports University sustainability initiatives




Navigating My Pay and Info

Let’s login at

yale.edu/portal. At
this point you’ll be
prompted for your

YH-]E INFO The Yale Universit_y Portal

Yale Home You must login to

bUni\.'ersitY Sites Lookjng for Cllﬁk Dfl'l ;he |ar,gr "Le Net I D a nd pa SSWO rd .
x right of this article anws ¥ e 5

b Sateways MYTlmEP ekl Please enter your Yale NetID and passward to see

# For help if you have trouble with your vale NetID or password, ple customized and personalized content:
b Inside Yale call the ITS Help Desk, at (203) 432-9000. §
. s Aboutthe launch of the new My Time service in to the portal
¥ Campus life & Training and guides far My Time Logi i

b yale Media WOTE: On smaller computer screens with Internet Explorer 6 the
yellow login button may have shifted down to the bottom of the
page, and you may have to scroll down to see the login button.

If you are using the portal on a public computer, remember to log out
of CAS when you are done,

Login help

Coming soon: Changes in the way you dial phone numbers

State-wide changes to the Connecticut area code assignments, along with

changes to the telephone number infrastructure at vale-New Haven Hospital
and the Smilow Cancer Center, require two important changes to the dialing
process when making calls from vale University telephone systemn phones in i
Movernber, More.., Thirerary

Search the Campus directory by name:
Yale Bulletin Working®¥ale Faculty Gateway JurnpSite |




Navigating My Pay and Info

Click the My
Pay and Info
Link

Y

» My Benefits

o My Benefits
resources

. My Pay and Info

e My Pay and Info
rEsoUrces

e My Time

o My Time
resources

Employee Service
Center

Human Resources
Learning Center
Managing at Yale
STARS - Jobs at Yale
Yale Health Plan
Yale Health Online
More...




Navigation

Personal Information SVl

Yale My Pay and Info

/' Direct Deposit

Personal Information ".dJ.l‘

Tax info

Home

Employes Hame Brad Pitt
Organization Email Address

Employes Number 119286
Business Group  Yale University

Basic Details

Full Hame Pitt, Brad

.-Mlg.-!;..ﬂ' rtal Dot n"l-=_":= -.]:

Direct Deposit | Tax Info (W4) | Tax Info (W2)

| Tax info (W2}

Back

Update |

Organization Email Address
Employes Humber 119286

Click for more

Address Line 1 221 Whitney Ave

bt record for employee data)
s c1 and changes made here

are logged in Oracle.

Date of Bith  1_Jan.19100 : 7
s information
Gendsr Male
Mantal Status Married .
Phone Numbears HelprI Tlp ':3 TIP .
e § (instructions) Update )
VWork 203-436-B834
Fo— The information is from
ain ress .
Oracle (our system of | Clogute)

This is the first
screen you see
when you login
to My Pay and
Info. There are 5
tabs at the top.
Let’s begin with
making a change
to Brad’s
personal
information:

*He recently
moved and
needs to change
his home address
and phone
number.

¢Click on update
in the Main
Address section




Update Your Personal Information

Yale M'}" Fayandlnfo University Portal Logout Help Oracle Homs Close

Tax Info (W4) |

Personal Information Tax Info (W2)

Direct Depasit |

Main Address: Choose Option

[ Cancel ) | Mext )

Employes Name Brad Pitt Employee Mumber 119286
Organization Email Address Business Group Yale University
Flease click Mext to update your address. You will not be able to select correct on this page.

O Carrect or amend this address.
® Enter a new address if you have moved.

[ Cancel :|

Personal Information | Payslip | Direct Deposit | Tax Info (W4) | Tax Info (W2) | University Portal | Logout | Help | Oracle Home | Close
Copyright (c) 2008, Oracle. All rightz reserved. Privacy Statement

The Main Address screen opens.
Notice that the type of change has
defaulted to the second bullet
(this cannot be changed).

Click the Next button




Change Your Address

Yﬂle My Pay and Info Libvorsfy Potel Lol e Qeacletime Dose

Persomal Infermation S0

Main Address: Enter Mew Address

Cance] | | Back j | Nex )
Employse MName  Brad Pin El'l'lilrn'r!l Humber 119786
Crgamzatuon Email Address Buminesa Group  Yale Universitg

Erfler the date your change takes offect Select your country and enter yow address
= fndicales requined feld

= E¥pcive Date 15[_“51._3:“” EE,
Type f.ﬂml »
Couniry I.Fnritd. Srates
= Address Lina 1 |
Address Lina 2 |
Addeess Line 3 |

- City | &

State

= Jip Code
Coufity [
Pl HAEn
Home Phone - | Lo

& TIP Ta ensure prupar formratling Sor the d@egciory, please abbeesiate sbieats and do not use comamag g periads, For example’ Conect foomat S5 Whitney &xe Incomect Grmats 55 Whitney Ses or 55 Whitney Asenua
& TIP H you would e {0 provds an intemational confact addiess, please cordact the Employss Senvice Centar a1 234325550

The Main Address section is blank and available for editing. The Effective Date defaults
to today’s date. You can choose an effective date for the change. Click on the calendar
icon for assistance. Note: The Type is home - there is no other option.

Click Next .




Change Your Address

l ale My Pay and Info University Portal Logout Help  Oracle Home  Close

Tax Info (W4}

Personal Information Direct Deposit Tax Info (w2)

Main Address: Enter New Address

| Cancel ] | Back ] | Mext :I

Employee MName Brad Pitt Employee Mumber 119286
Organization Email Address Business Group  Yale University

Enter the date your change takes effect. Select your country and enter your address.

* Indicates required field
* Effactive Date 17-May-2010 @

When you enter the Country  United States

. . = Address Line 1 185 West Main St
city, this popup box Adiress Line 2
. Address Line 3
OpenS tO aSSISt you * City  |Ansonia — =
o 0 State |CT 7 hntps/iobiz-dev.its. yale.odw/?_t«fredRCAonc«UTF-86_minWidth- 7508 _minHeight - 5508confighame~0ACo -... (- E' X
In ChOOSlng the Connecticut
. = Zip Code |05401 Search and Select: City
correct zip code and Courty |New Haven | (Cancel) (seect)
. Meww Haven | Search
cou nty. CI |Ck th e Home Phone |203-735-22 To find your dem. select a filter item in the pulldown list and enter 3 value i the text field, then select the “Go” button
. | "
a abbreviate streets and do not use co City A i (G
ra d 10 butto Nn an d ddress, please contact the Employee Search By |2y | "reoms Loy
| Results
- then Select. Select Quick Select City Swte  Zip Code County
. . ® - Ansonia cT 06401 - 06401 New Haven
Towns with multlple (o) = Ansonia OH 45303 - 45303 Darke
2 2 O - Ansonia NY 10000 - 10299 New Yotk
le COdeS WI” hot (0] — Ansonia NY 11096 - 11096 New York
auto fill, enter the cancel) (Sase)

correct zip code (i.e.
City of New Haven)




Change Your Address

Home: Review

(Cancel ] ( Printable Page ) (Back ) ( Submit )

Employes Name Brad Pitt Employes Mumber 119286
Organization Email Address Business Group Yale University

Review your changes and, if needed. attach supporting documents.
D Indicatez Changed tems.

Main Address

Current Proposed

Effective Date 12-May-2010 17-May-2010 @
Country United States United States
Address Line 1221 Whitney Ave 185 West Main Sto

City MNew Haven Ansonia@
State CT =)
Zip Code 06520 06401 o
County New Haven Mew Haven
Type Home Home

Cance| | || Printable Page Back Submit |

This is a review screen that compares the Current information to what
you just entered Proposed. Click on Submit.

If you need any changes, you can go back and make the changes using
the back button.
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Change Your Address

Yale MY F'ayrandlnfc- University Portal Logout Help Oracle Home Close

Tax Info (i'd)

Personal Information Direct Deposit Tax Info (i)

Confirmation

Your changes have been applied.

[ Return to Owerdew ]"

A confirmation screen appears. Click Return to overview
to stay in the My Pay and Info system.

Let’s move on to Direct Deposit.

11



Direct Deposit

e With the launch of My Pay and Info, the University will eliminate printed
payslips for most employees who receive their pay via direct deposit.

— You can opt back into receiving printed payslips at any time

* Please refer to the table below for the dates of the first online payslips.

Date Online
Payroll Frequency | Payslip Available

Monthly June 30
Semi-Monthly June 30
Weekly July 1

12



Select Your Payslip Delivery Method

Yﬂlﬂ My Pay and Info

Kanage Payroll Fayments: Add Direct Deposit Account

Cancel | | Continse
Emplayen Hame Brod Pint Employee Numbar 119286
Oeganization Emad Address Busingss Geoup  Yabe University

These pages will allow wou 1o add yow dinsct depasit sccount snfoomaian 5o that your paychecks s sulomaticaly deposed m your Bank accont (you will no longer recene a paped Faysip) Chek the 'Add Depasit Fayment’ bulton betow 1o
add your direct depasit

& [rehesies teguired hakd
Employes Payments
& TiP To recera printed Payslips. choess Yas from the Primt Paysip diop down st To ga paperiess and anly recens edectrame Payshps. meke sure Mo fs selectad m he Pant Payshp deop down Bsl

Add Dreposh Paynent |

Prlarity Paymont Type Account Typs Account Hambaer Amaund Typa Amaint Cumoncy Update Owuteta] | Privt Payslip
1 Dep=oait Checking Accounl 60183731 Remaning Pay U5 dollar j’ | s
& THP Tigmcaly changes made bedore or duting the pagtoll process will go nlo eSect fod (b curren! pay pencd. Changes made sfisd tha paytoll ndn complates vall ga indo effect the lollowing pay pandd  Flease mer jo I-I pricéas dale
and himi bled oo the payrall scheduls mmm )
[Mes
(Cance| | | Coninug
Feigonal Information | Payedy | [eect Daposit | Tox info 0WA) | Ta bofp 0024 | Unksrsity Podal | Logow | Halp | Qugcle Home | Cloge

Coprpragpted oo 2000 Orasche il raghea reparasd AT T T2 o 1)
—_— -

If you are already enrolled in direct deposit, this is an example of what you will see when
you click on the direct deposit tab.

To opt:

Out of receiving paper payslips, choose No from the drop-down box on Remaining Pay line.
In to receiving paper payslips, choose Yes from the drop-down box on Remaining Pay line.

13



Add a Direct Deposit Payment

Manage Payroll Payments: Add Direct Deposit Account

(Cancel ] [ Cantinue )

Employes Name Brad Pitt Employes Mumber 119286
Organization Email Address Business Group  Yale University

These pages will allow you to add your direct deposit account information so that your paychecks are autematically deposited in your bank account {you will no langer
receive a paper Payslip). Click the ‘Add Deposit Payment’ button below to add your direct deposit
= |ndicates required field

Employee Payments

Your changes may have been made too late to be used in the next payroll

& TIP To receive printed Payslips, choose Yes from the Print Payslip drop down list. To go paperless and only receive electronic Payslips, make sure Mo is selected
inthe Print Pavslio drop down list

Add Deposit Fayment |
riority Fayment lype  Account Type Account Number Amount Type = A\mount Currency  Update Delete Print Payslip

1 Deposit Checking Account B0158920 Remaining Pay  US dollar f ]

You can update your Direct Deposit information. The great thing about this application is that it gives you a great amount
of flexibility. You can split your pay into up to five different accounts and also specify a percentage or flat amount.

Please note: you can’t open a bank account on the direct deposit tab, you need to open one with the bank first, then add
the direct deposit.

If you already have a payroll deduction going to Northeast Alliance Federal Credit Union, please do not add it as a direct
deposit, it will continue to be a payroll deduction. At a future date it will be converted to direct deposit, no action is

required on your part. You will continue to see the credit union payroll deduction on your payslip not in the direct deposit
tab.

Let’s click the Add Deposit Payment button.

14



How Direct Deposit is calculated

Gross Pay 1000
Retirement - 100
Health Insurance - 50
Parking - 50
Net Pay 800

Direct Deposit is calculated from your Net Pay

15



Direct Deposit

Personal Information | T N Tax Info (W4) | Tax Info (W2) |

Add Deposit Payment

| Cancel J [ Apphy J

Employee Mame Brad Pitt Employee Mumber 119286
Organization Email Address Business Group  Yale University
* |ndicates required field
Currency  US dollar Account Number |6023073999 |

Amount Typs
yPe | Percentage Transit Code 211170101 |

= Amount  |2p 0]
Bank Mame |WebsterElank |

Account Holder Mame  [Brad Pitt | Bank Branch |Ansnnia |

Account Type | Savings Account V|

& TIP Typically, changes made before or during the payroll process will go into effect for the current pay period. Changes made after the payroll run completes will go into
effect the following pay period. Please refer to the payroll process date and time listed on the payroll schedulePayroll website

Cancel

[ Damizn Jahnson

3 ohnson

1001

: ; Let’s add a second direct deposit and

wom SAMPLE s ] specify a percentage. In this example,
Brad is saving for a down payment on a

house and wants 20% of his net pay to

5 —= go to his savings account.
1124000697 (123657890 (00}

Wy Bank OFf Connecticut

e -

Transit Code  Account Number Check Number CI |Ck App Iy

16



Direct Deposit

Current Proposed
Priority i@
Payment Type Deposit @
Currency US dollar @
Amount Type Percentage o
Amount 2o
Account Holder Name Brad Pitt @
Account Type Savings Accounl @
Account Nomber 60230185%9 0
Transit Code 211170101 @
Bank Name Webster Bank @
Bank Branch VWaterbury @ Submit

Just like we saw earlier, you are given a review screen, verify that all is
correct and click Submit.

17



Direct Deposit

Here is your confirmation.

Yale My Pay and Info

Personal Information 7 Payslip Direct Deposit Tax Info (i) b Tax Info (2 0

Confirmation

Your changes have been applied.

Copyright (c} 2008, Oracle. All rights reserved.

University Portal Logout Help Oracle Home Close

| Home i

Personal Information | Payslip | Direct Deposit | Tax Info (W4) | Tax Info (W2) | University Portal | Logout | Help | Oracle Home | Close

Priva

Home takes you
out to Oracle’s
Main Page.
Select HR Self
Service. Best
practice is to
click on the
navigation tabs
at the top if you
wish to return to
My Pay and Info.

nt

ORACLE E-Business Suite

Logout Preferencez Help

uPortal

Navigator

3 Custom Commitments
Human Resource Self Sewiu:e|
[ Procurement [nguiry
[0 START Access for Myself
3 START Access for Others
[0 START Approvers Worklist
3 START Maintain Lists
[C3 START Semices for Departments

Pleaze zelect a rezponzibili

Logged In As KV59

| Edit Favorites :|

You have not selected any favorites. Please use the

Favorites

"Edit Favaorites” button to set up your favarites.




Direct Deposit

Manage Payroll Payments: Add Direct Deposit Account

(Cancel ) ( Continue )

Employee Name Brad Pitt Employes Mumber 119286
Organization Email Address Business Group  Yale University

These pages will allow you to add your direct deposit account information so that your paychecks are automatically deposited in your bank account (you will no longer
receive a paper Payslip). Click the ‘Add Deposit Payment’ button below to add your direct deposit
* Indicates required field

Employee Payments
@ TIP To receive printed Payslips. choose Yes from the Print Payslip drop down list. To go paperless and only receive electronic Payslips. make sure Mo is selected
in the Print Payslip drop down list

| Sort By Priority | Add Deposit Payiment
| |

=Priority PaymeTt Type . AcCoUnt 1ype Account Number  Amount Type Amount Currency Update Delete Print Payslip

Deposit Savings Account 6023013399 Percentage ¥| |20.0 USdallar & T
Deposit Checking Account  B0183781 Remaining Pay US dollar f m

@& TIP Typically. changes made before or during the payroll process will go into effect for the current pay period. Changes made after the payrall run completes will go into
effect the following pay period. Please refer to the payroll process date and time listed on the payroll schedule Payroll website

(Cancel ) [ Continue )

Let’s take a look at what we have done so far:

1 Savings 20%

2 Checking-remaining pay
Now we are going to add a third direct deposit. Click on Add Deposit Payment button.
Note: Any EMS reimbursements will go to the “Remaining Pay” account.

19



Direct Deposit

Add Deposit Payment

[ Cancel | [ Apply )
Employee Mame Brad Pitt Employee Mumber 119286
Organization Email Address Business Group Yale University

* |ndicates required field
(& TIP Payments containing new bank account information will be paid by check until the bank account information is verified.

Amoorency LS dolar x Account Number 230565780 |
mount Type —|@
. Monetary ¥ #* Transit Code |[]21114263 |

= Amount {453 00 |E)
= Account Holder Mame  |Brad Pitt ‘

* Bank Name |HSBC |
= Bank Branch |She|tnn |

= Account Type | Checking Account V|
(& TIP Typically, changes made befare or during the payroll process will go into effect for the current pay period. Changes made after the payroll run completes will go into
effect the following pay period. Please refer to the payroll process date and time listed on the payroll schedule Payroll website
[ Cancel )| [ Apply

This time Brad is sending his car payment amount of $483 to his checking account at the
bank that made the loan. We are choosing Monetary rather than percentage because
we have a specific dollar amount.

Click Apply.

20



Direct Deposit

We recommend you not reassign your priority column numbers. Instead, adjust your
percentage or monetary amounts. See the Direct Deposit quick guide for more information.
This concludes the direct deposit lesson. Let’s move on to the payslip tab.

Employee Payments

& TIP To receive printed Payslips. choose Yes from the Print Payslip drop down list. To go paperless and only recs
in the Print Payslip drop down list

| Sort By Priority )| Add Depasit Payment |

=Priority Payment Type Account Type Account Number | Amount Type Amount

1 Deposit Checking Account 230565780 Monetary v 4583.00

2 Deposit Savings Account (023018999 Percentage ¥ 200

3 Deposit Checking Account  B0183781 Remaining Pay

|& TIP Typically, changes made before or during the payroll process will go intd efect Tor The current pay pernod. Lhang
effect the following pay period. Please refer to the payroll process date and time listed on the payroll schedule P

Note: Each direct deposit election is calculated on your net pay

Net Pay after deductions for taxes, retirement savings, parking etc. : $1,000
Minus S483
Minus 20% $200
Remaining Pay: $317

21



Payslip

The Main Payslip screen shows your most recent pay period. You are able to view
up to one year of previous pay stubs (rolling year).

Yale My Pay and Info
Ferzonal Information Iﬁn'

Payslip

Employee Mame Brad Pitt Employee Mumber 1
Organization Email Address Business Group Y|

Choose a Payslip | 31-MAR-2010 - 119286 v |(_Go )

[ Display printable Payslip
& TIP Ta view the printable Payslip, check the box and click Go. To return to the previous screen, uncheck the box and click Go.

Employee Brad Pitt
Employee Address 221 Whitney Ave

New Haven

cT

06511
Pay Period and Salary
Pay Period Payment Date Pay Begin Date Pay End Date
Calendar Manth 31-Mar-2010 01-Mar-2010 31-Mar-2010
Summary

Gross Pre-Tax| Taxes|

Current 5,000.00 0.00 1.488.23
YTD 5,000.00 0.00 1.488.23

Hours and Earnings

22



Payslip

The pull down
arrow displays
the other pay
periods L
available for

you to view. r Employee Address

Choose a Payslip

Employee Mame Brad Pitt
Organization Email Address brad.pitt@yale.edu

28-FEB-2010

- 86840 - Check 1 »

Employee

Pay Period ar

Pay Period
Calendar Month

Summary

Current
YTD

J1-MAR-2010
28-FEB-2010
31-JAN-2010

J31-DEC-2009
J0-NOV-2008
31-0CT-2009
30-SEP-2009
31-AUG-2008
J1-JUL-2009

30-JUN-2009

J1-MAY-2009
J0-APR-20039
31-MAR-2009
28-FEB-2009
31-JAM-20039

31-DEC-2003
30-MOV-2003
31-0CT-2008
J0-SEP-2003

Hours and Ea31-AUG-2005

Description

J1-JUL-2008 -
J0-JUM-2008 -

- 86840 - Check 1

- 86840 - Check 1
- 86840 - Check 1
- 86840 - Check 1

- 86840 - Check 1

- 86840 - Check 1
- 86840 - Check 1

- 86840 - Check 1

- 86840 - Check 1
- 86840 - Check 1

- 86840 - Check 1

- 86840 - Check 1

- 86840 - Check 1

- 86840 - Check 1
- 86840 - Check 1
- 86840 - Check 1

- 86840 - Check 1

- 86840 - Check 1
- 86540 - Check 1
- 86840 - Check 1

86640 - Check 1
86540 - Check 1

[ Display printable Payslip
lick Go. To return to the previoy

Pay Begin Date
01-Feb-2010

Pre-Tax

60243
965.76

[ate Current
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Payslip

This is the online view and the other view is the printable view.

Pay Period and Salary

Pay Period |Payment Date |Pay Begin Date Pay End Date Pay Rate Annual Salary

Calendar Month 31-Aug-2010 01-Aug-2010 31-Aug-2010 5.000.00 60.000.00

Summary

i Gross Pre-Tax Taxes Deductions| Net Pay|

Current 5.000.00 000 149823 0.00 380177

YTD 15.000.00 0.00 4,484 69 0.00 10.515.31

Hours and Earnings

Description Start Date End Date Current Hours Current Amount YTD Hours YTD Amount

Reqular Salary 165.00 5.000.00 502.50 15.000.00

Pre-Tax Deductions Taxes

Description Current YTD  |Description Currb,ml YTD|

Mo results found. Federal Tax 865.73 2,587.19
Social Security 310.00 930.00
IMedicare 7250 217.50
CT State Tax 250.00 750.00

After-Tax Deductions

Description Current Y1D

Mo results found.

Tax Withholding Information

[Type Marital Status Exemptions| Additional Amount| Override Amount| Override Percentage|

Federal Single 0 10.00 0.00 0

Connecticut Mo Tax Form on File ] 0.00 0.00 o

Net Pay Distribution

:Chackfﬂe_pus'rt Number Bank Name Account Type Account Number Amount

193299352 \Webster S 0500 500.00

193299352 Web c L] 230141

193299352 Wehster £ K 700.36

TP Pay Distribution

@ TIP Third-Party payments (i e wage gamishments)

Check/Deposit Number Bank Name Account Type Account Number Amount

Mo results found.
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Choose a Payslip

Employee Name Brad Pitt
Organization Email Address brad.pitt@yale.edu

= O

31-MAY-2009 - 98461 - Check 1
*||30-APR-2009 - 98461 - Check 1
31-MAR-2009 - 98461 - Check 1
28-FEB-2009 - 93461 - Check 1
31-JAN-2009 - 98461 - Check 1

Period| 31-DEC-2008 - 98461 - Check 1

30-NOV-2008 - 98461 - Check 1
31-OCT-2008 - 98461 - Check 1
'30-SEP-2008 - 98461 - Check 1

Emp

31-AUG-2008 - 98461 - Check 1
Univi 31-JUL-2008 - 98461 - Check 1
30-JUN-2008 - 98461 - Check 1

B

Yale University Ex

08461
12564909

Hame SUS Reaver St

Check off the
Display
Printable
Payslip check
box and then
click GO to view
the Printable
Payslip.
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Payslip

A PDF version loads and you can click on the printer icon to print a paper copy. This
concludes the payslip demonstration. Let’s move on to the W4 Federal form.

Payslip
Employee Mame Brad Pitt Employes Mumbar 86840
Organization Email Address brad.pitt@yale.edu Business Group  Yale University

Choose a Payslip | 28-FEB-2010 - 86340 - Check 1 (G2 )

Display printable Payslip
& TIP To view the printable Payslip. check the box and click Go. Ta return to the previous screen, uncheck the box and click Go

XML1157906723_out[1].pdf - Adobe Acrobat Professional

Comments  Forms  Tools Advanced| Windew Help

@ Combine Files - @ Export = @ Start Meeting = ﬁ Secure v / Sig @ Forms = | Reviews & Comment =

File Edit Wie

Penod Ending: 02/28/2010 Tale Umversity Emplovee's Statement Of Eamungs And Deductions Check Dare: 02/26/2010

Taxes Monthly (RB)
Federal: Marmed, | Exemption Addl Ame 4000

Employee Identficanon No: State{CT) "D" - Mamted or Civil Unlon, Combined Incoms = 100,500 Addl Bed 0.00

University Personal Identifier (UPT): FICA Social Secunty Lt 106,200.00 YTD 1324422
FICA Medicare 2010 Limat =mone= YID 1324422

Home Brad Pitt

Address:  bradpit@valesdu Curr Penod Tear To Date Cuarr Period Tear To Date

Caszh Gross Cash Gross Taxabls Tanable
Campus 221 Whit Regular Salary
Address:  Mail Code: 474 LR
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Tax Info W4 Federal

University Portal Logout Help Oracle Home Close

Yale My Pay and Info

Personal Information Payslip " Direct Deposit Tax Info {tid) h

Tax Forms

Employee Name Brad Pitt Employee Number 119286
Organization Email Address Business Group Yale University

Use these pages to view or modify tax withhalding information.

Federal Information

Federal V-4 Form

Filing Status ~ Single Update )

Allowances @
Additional Amount Withheld  g,p/@
FIT Exempt  Nold

@ TIP Typically, changes made before or during the payroll process will go into effect for the cument pay period. Changes made after the payroll
run completes will go into effect the following pay period. Please refer to the payroll process date and time listed an the Payroll schedule

Payroll website .

Federal W-4 form lists your current tax elections, as well as providing the ability to
change elections. The Tax Forms screen opens after clicking on Tax Info (W4) at
the top. Review your current Federal withholding elections. Click on Update to

make any changes.
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Tax Info W4 Federal

In this scenario, Brad
went to his
accountant and was
advised to change
his W4 election. He
wants to update his
W-4 as shown here
by changing his
allowances to 2 and
requesting that an
additional $10 be
withheld from each
pay period. Read
the agreement and
check off the Agree
box. Click Continue.

Personal Information ) Payslip ) Direct Depasit Tax Info (W23 )

Update Tax Form: Federal W-4 Form
| Cance| 1 | Continue 1
Employes Mame  Brad Pitt Employes Mumber 119286

Organization Email Address Business Group Yale University

The |ES Federal W-4 Form(PDF) comes with worksheets and tax infarmation that may be helpful in completing this form. Click this link ta view the full farm in a new
windaw.

Filing Status @ Single
O Married
O Married, but Withhald at Higher Single Rated

Mo [ [0
Additional Amaunt Withheld

Last Name Different
[fyour last name differs from that shown on your secial security card, check here. You must call 1-800-772-1213 for a new card.

a

Exempt from Withholding
| claim exemption from withholding for 2010, and | certify that | meet BOTH of the following conditions for exemption:

Last year | had a right to a refund of ALL Federal income tax withheld because | had NO tax liahility AND
This year | expect a refund of ALL Federal income tax withheld because | expect to have NO tax liability.

[f you meet both conditions. check ‘EXEMPT:
I Exempt

Agreement

Ungharpanataa=al nerjury. | declare that | have examined this cerificate and to the best of my knowledge and belief, it is true, correct, and complete.
V11 Agreel®

| Cancel i (JContinue i
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Tax Info W4 Federal

No need to
print. Your
new W-4
form is
displayed.
Review
your
changes
and click
Submit.
There is no
need to
print this or
submit it to
Payroll, the
system
does it all!

Yale My Pay and Info

University Portal Logout Help

Fersonal Information 7 Payslip b Direct Deposit

Home: Review

Employee Name Brad Pitt
Organization Email Address

Oracle Home Close

Tax Info (W2) |

(Cancel ) (Printable Page ) | Back ) (Submit )

Employes Number 119286
Business Group Yale University

Review your changes and, if needed, attach supporting documents.
D Indicates Changed ftems.

Tax Information

BEAD & oL RO K oo Sw

[
o
' . - .
comn W=4 Employee's With @ygance Certificate | omsno. 15450010 3
Department of the T'E?SUW Whether you are entitled to claim a cert umber of allowances or exemption from withholding is 2 0 1 0
Internal Revenue Service | subject to review by the IRS! emplo ay be required to send a copy of this form to the IRS. |
1 Type or print your first name and middle initial Last 2 Your social security number
Brad 000-50-8773
Home address (number and street or
221 Whitney Ave 3 X Single [IMarried [] Married, but withhold at higher Single rate.
Note. If married, but legally separated, or spouse is a nonresident alien, check the "Single” box.
City or town, state, and ZIP code 4 If your last name differs from that shown on your social security
card, check here. You must call 1-800-772-1213 for a new card.
5 Total numb & claiming (from line H above or from the applicable worksheet on page 2) 5|2
6 Additional amou ou want withheld from each paycheck . S 6 $1ﬂ-00
7 | claim exemption wom withholding for 2010, and | certify that | meet both of the following conditions for exemption. |
(Cancel) (Printable Page ) ( Back ) | Submit )
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Tax Info W4 Federal

Fersonal Information Payslip  Direct Depaosit Tax Info (W23

Confirmation

Your changes have heen applied.

| Return to Ovendew )

Personal Information | Payslip | Direct Deposit | Tax Info (W4) | Tax Info (W2) | University Portal | Logout | Help | Oracle Home | Close
Copyright (c) 2008, Qracle. All rightz rezerved. Privacy Statement

A confirmation is displayed. You will also receive an e-mail confirmation in
your Yale inbox.
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Tax Info W4 Federal

You will receive a
confirmation e-mail in your
Yale inbox from Oracle
Workflow stating that your
submission has been received
and processed. The Payroll
Office also gets an e-mail
confirmation that your
changes have been applied.

Let’s move on the State W-4

From: Oracle Workflow [ebsdev@yale.edu]

To: Pitt, Brad

Cc

Subject: FYL: Your Federal W4 submission has been received

- Message | @ Notification Detail.html (676 B}

To Brad Pitt
Sent 05-MAY-2010 15:42:34
ID 2929138

Your Federal W4 submission has been received and processed.

Submission Date: 05-MAY-2010
Filing Status: Married

Allowances: 0

Additional Amount Withheld: $0.00
FIT Exempt: Yes

This email was generated automatically by the HR/Payroll system.
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Tax Info (W4) State

Sfale MY Payandlnfo University Portal Logout Help Oracle Home Close

Persanal Infarmation | Payslip "\ Direct Deposit Tax Info (W2) 7

Tax Forms

Employee Name Brad Pitt Employee Number 119286
Organization Email Address Business Group Yale University

Use these pages to view or modify tax withholding information.

Federal Information

Federal W-4 Form
Filing Status  Single @:}
Allowances gl
Additional Amaount Withheld g/
FIT Exempt  Nol&

@ TIP Typically, changes made before or during the payroll process will go into effect for the current pay period. Changes made after the payroll

run completes will go into effect the following pay period. Please refer to the payroll process date and time listed on the Payroll schedule
Payroll website -

State Information

@ TIP TU submn an updated state “rlthhnldmg form, click on the PDF link below, print the form, fill in the required fields and then fax, send or bring in your completed
it itn ey Ave MNew Haven, CT 06520 Fax: 203-432-5153

Tt

Connectl ::ut Wlthholqu Form{ F’DF}

A link to the State Withholding Form corresponding to your home address and work

address is available. In this example, it is for the State of Connecticut. Some employees
may see two links. Click on the link.
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Tax Info (W4) State

ct-w4[1].pdf - Adobe Acrobat Professional

File Edit Wiew Document Comments Forms Tools  Advanced  Window  Help

==
-~ Create POF v} @ Combine Files ~ @ Export = @ Start Mesting ~ ﬁ Secure + , Sign = E’ Forms = 3 Review & Comment ~

O BHE e 2 & oo B |
A printable B

With hOId i ng fo rm Department of Revenue Services FQrm CT‘W4 Effective January 1, 2009

E State of Connecticut . . .
(Rev. 11/08) Employee’s Withholding Certificate
o pe ns. Complete this form in blue or black ink enly. Complete this form so your employer can withhold the correct amount of Connecticut income tax from
a/ your wages. See Employee Instructions, Page 2.

Step 1 - Determine your Withholding Code: Select the filing status you expect to report on your Connecticut income tax return. Generally,
this will be the same filing status as your federal income tax return. However, see instructions for applicable exceptions. Choose the statement that

I n th 1 - best describes your gross income, (see Gross Income, Page 2) and enter the Withholding Code in Step 2, Line 1. See Armed Forces Personnel
|S Ca Se yO u and Veterans; or Certain Married or Civil Union Individuals, Page 2.
d d t . t Filing Jointly * wenaiding Filing Separately ** [Vilinolding
o n ee O p rl n Cur expected combined annual gross income is less than or My expected annual gross income is less than or equal to
. . equal to 524,000 and no withholding is necessary. E $12 000 and no withholding is necessary. E
It, CO m p I ete |t Our expected combined annual gross income is greater My expected annual gross income is greater than $12,000. A
than $24,000 and less than or equal to $100,500. See Special | have significant nonwage income and wish to avoid having
a n d Se n d it tO th e Rules for Certain Married or Civil Union individuals, Page 2. A too little tax withheld. D
My spouse is not employed and our expected combined | am a nonresident of Connecticut with substantial other income.| D
. annual gross income is greater than $24,000. C - oo
E m p I Oyee Se rvice My spouse is employed and our expected combined Single Code
annual gross income is greater than $100,500. D My expected annua_ll gross inc_ome is less than or equal o
C t f | have significant nonwage income and wish to avoid having $13,500 and no withholding is necessary. E
e n e r O r too little tax withheld. D My expected annual gross income is greater than $13,500. F
. | am a nonresident of Conneclicut with substantial other income.| D | have significant nonwage income and wish to avoid having
too little tax withheld. M
rocessl n ifui = A WEhRalding
p— 'g‘ Quallfylng. Widow(er) Wlt.h Depgndent Child Lot | am a nonresident of Connecficut with substantial other income.| D
My expected combined annual gross income is less than or Fonoing
equal to 524,000 and no withholding is necessary. E Head of Household Cude
My expected combinad annual gross income is greater My expected annual gross income is less than or equal to
than $24 000 and less than or equal to $100,500. A 519,000 and no withholding is nacessary. E
| have significant nonwage income and wish ta avoid having My expected annual gross income is greater than $19,000. B
too litile tax withheld. D | have significant nonwage income and wish to aveid having
| am a nonresident of Connecticut with substantial other income. D too little tax withheld. D
= Filing Jointly includes filing jointly for federal and Connecticut and | am 2 nonresident of Connecticut with substantial other income.| D
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Tax Info (W4) State

ct-w4[1].pdf - Adobe Acrobat Professional

5 W Edit View Document Comments: Forms Tools Advanced Window Help ®
] Gpen... Cul+0 @.Start Meeting - ﬁ Secure ~ i Sign ~ Forms ~ 9 Rewiew & Comment ~
Organizer 4 r———01 =
x N & & ® [0 |- 4 @
5 Create PDE o = Q td 2
.ﬁ' Combine Files... £
ClrieleEte i i Effective J 1, 2009 |
File Print — - Furm CT_W4 ‘ective January 1, |
’ =4 o Employee’s Withholding Certificate
I' k h Save As... Shift+Ctrl+5 : : T —H
or CliC t e : ) nk only. Complete this form so your employer can withhold the correct amount of Connecticut income tax from |
'E Save as Certified Document... ns, Page 2.
pri nter G Export . E:Itng Code: Select the filing status you expect ta report on your Connacticut income tax retum. Generally, |
. our federal income tax retumn. However, see instructions for applicable exceptions. Choose the statement that
Icon to Attach to Emall.. see Gross income, Page 2) and enter the Withholding Code in Step 2, Line 1. See Armed Forces Persannel
e Civil Union Individuals, Page 2.
Q - * WERhoid 1 P Wrinnolding i
p rintt h e ok I enmy Filing Separately o
ncomeis less than or My expected annual gross income is less than or equal to
fo rm Properties... Cirl+l = necessary. E 512,000 and no withholding is necessary. E
" T income is greater _ My expected annual gross income is greater than §12,000. A
Ship... D §100,500. See Special | have significant nonwage income and wish to avoid having
B Print... (e P Individuals, Page 2. A too little tax withheld. D
= =xpected combined | am a nonresident of Connecticut with substantial other income.| D
i Histary + §24,000. c = o
. . i 1"9 e Cooe
e b5 and Sett 471} odf cted combined
ASpaamen ERngRY AErWal b 5100,500. D My expected annual gross income is less than or equal to
2 C:\..\onlinewd 640506, pdf[1]. pdf d wish to avoid having $13,500 and no withholding is necessary. E
34 Nanlinews_540506.pdf[]. pdf D My expected annual gross income is greater than $13,500. F
: i h substantial otherincome.| D | have significant nonwage income and wish to avoid having
SRR el Senendent Gria[Pmama | too little fax withheld. D
5C:\. donlinews_540506. pdf[ 1] pdf P_ Eads | am a nonresident of Connecticut with substaniial other income.| D
icome is less than or g
ncome is greater My expected annual gross income is less than or equal fo
than 324,000 and less than or equal to $100,500. A 519,000 and no withholding is necessary. E i
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Tax Info (W4) State

* Review the instructions, make your elections
on the paper form and fax, send or bring in
your completed form to:

— Employee Service Center
221 Whitney Ave., New Haven, CT 06520

— Fax: 203-432-5153
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Tax Info (W2)

Now let’s move on to the Tax Info (W2) tab. Click on the link shown here.

OR ACLE My Pay and Info University Portal Logout Oracle Home Close
Personal Information ) ) ' Tax Info W2)

Tax Info (W2)
W2 Selfservice

Click Here to launch W2 in a separate window

Personal Information | Payslip | Direct Deposit | Tax Info (W4) | Tax Info (W2) | University Portal | Logout | Oracle Home | Close
Copynight (c) 2006, Oracle. All ights reserved. Privacy Statement
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Tax Info (W2)

The W-2 application T B PG B rtos:inexits.yaie ecui 4443 apex|fip=108:1:16430 12958335755 scoe Al
launches in a new e E Vel m vew et Tes 7 8- | Bsweot [l o s (08l Y vele honebock -
window. This {E_&V e B |§Fomw-2,Wa'geandTaxs1ahement I_‘ - R - S
should look familiar

to you.

Employee Self-Service

| "E Employee Self-Service

The Help button
directs you to the
payroll website.

Forms W-2, Wage and Tax Statement

Click on the link above
at any time to return to
the main self-service

options page. Please take @ moment to familiarize yourself with the information. Descriptions of amounts reported in

each box are available by clicking on the button on the light blue bar at the top of the specific
FED W4 tax year information. Also, please click the button to view the official IRS

CT w4 instruction information for the specific tax vear.

Tax Assistance

The information on your Forms W-2, Wage and Tax Statement appears below by specific calendar year.

Copyright (c) 2008

The IRS Instructions
button provides
additional
information about
the W-2 form from
the IRS.

FAQS The tax information below is provided for informational purposes only. This page, as formatted,
Acrobat Reader should not be reproduced on a personal computer printer for filing purposes. If you have
conzented, you may print @ W-2 that complies with the IRS specifications to file with your tax return.
Logout This can be done by selecting Print at the bottom of this page and clicking the SUBMIT button. If you

have not consented, you may view a generic sample of the Form W-2.

Flease nots: In addition to Form W-2, the University may also 1ssue Form 1042-5 or Form 1099-MISC

to you. These forms are not currently available electronically. Forms 1093-MISC will be mailed to the

necessary recipients by January 31, 2010. Forms 1042-5 will be mailed to the necessary recipients by

March 16, 2010, The ipformation gn these forms should be yzed o gomplets vour 2000 LS. individual
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Tax Info (W2)

Scroll down
to view your
W-2 for the
current year
and upto 7
previous tax
years.

Click on the
tax year
button to
view your
W-2 for that
year.

Yale University W-2 2009

| 2009

| 2008 2007

| 2006

| 2005

W2 Information for Employment at Yale University | Help | |

1 Wages, tips other compensation
89 901

3 Social security wages
89 901

5 Medicare wages and tips
89901

7 Social security tips

9 Advance EIC payment

IRS Inztructions

2 Federal income tax withheld

7632.22

4 Social security tax withheld

4,358.00

& Medicare tax withheld

1,145.50

8 Allocated tips

10 Dependent care benefits
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Tax Info (W2)

Scroll down further to
read your options and
select a delivery method
(either paper or
electronic).

If you choose electronic
delivery, you can also
print your W-2 from this
application. Click the
radio button as shown
here.

Click the Submit button
to save your elections. If
you choose to print your
statement, a printable
version of your W-2 will
open in a new window.

2009 Electronic Form W-2 Consent Statement:

®

I agree to receive an electronic Form W-2, Wages and Tax Statement,
available through the Yale University Self-Service Web Application, instead of
a paper Form W-2 printed by the Payroll Department. I will access the web site
and print my Form W-2 for calendar year 2009 and all future periods. Click

to view the Yale University Electronic Forms W-2 Disclosure

Statement.

Mo, I do not want to print my own W-2 through the Yale University Self-Service
Web Application. Please send me a paper Form W-2 for calendar year 2009

and all future periods.

Print - Print a W-2 to file with your tax return or view a sample W-2 if vou have
not consented to receive your tax form electronically. (requires Acrobat
Reader )

SUBKIT
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Tax Info (W2)

@1&;# - |E, https: /fapex.its, vale, edu: 4443 pls fapex fip=103: 1: 16430 12958333755, MO

Y& %] [

Fdit Ve cavorites Tools He % + (& Snagt E &

=

 Links: () Dell "Y' Yale Phonebook gl ATET Yahoo! Mail - kathy scasino@sbeglobal.net

ﬂ? "1'91" | g Forms YW-2, Wage and Tax Statement

B8 8-E-o

Employee Self-Service

"E Employee Self-Service

Click on the link above
at any time to return to
the main self-service
options page.

FED W4

CT w4

Tax Assistance
FAQS

Acrobat Reader

Logout

Forms W-2, Wage and Tax Statement

The information on your Forms W-2, Waage and Tax Statement appears below by specific calendar year.
Please take a moment to familiarize yourself with the information. Descriptions of amounts reported in

each box are available by clicking on the button on the light blus bar at the top of the specific =
IR Instructions

tax vear information. &lso, please click the [ J button to view the official [RS

instruction information for the specific tax year.

The tax information below 1= provided for informational purposes only. This page, as formatted,
should not be reproduced on a personal computer printer for filing purposes. If you have
consented, yvou may print a W-2 that complies with the IRS zpecifications to file with vour tax return.
Thiz can be done by zelecting Print at the bottom of this page and clicking the SUBMIT butten. If you

have not consented, yvou may view a genenc sample of the Form W-2.

Click the Logout button.
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Logging Out of My Pay and Info

ORACI—G M}," Payandlnfo University Portal | Logout Pracle Home Close

Personal Information | Pawslip "\ Direct Depasit U Tax Infa TR W2

Tax Info (W2)
W2 Selfservice

Click here to launch W2 in a separate window
@ TIP Clicking on the W2 link above will launch a new window.

Personal Information University Portal | Logout | QOracle Home | Close
Copyright (c) 2008, Qracle. All rightz rezerved. Frivacy Statement

Logout of My Pay and Info

This concludes the overview of the My Pay and Info application. Let’s see how it
all ties in together next.
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“My” Life at Yale: system Interaction Example

For example, with a birth of
a child, consider updating
My ...

My Time

e Request a Leave
of absence

My Pay & Info

e Update tax
elections

e Direct deposit to
child’s college fund

My Life
Event:

Birth of a
\Child

My Benefits

e Add child to health
insurance

¢ Add retirement
plan beneficiary
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Support

 Employee Service Center : 203-432-5552
e questions regarding the My Pay and Info Application

* ITS Helpdesk: 203-432-9000

e portal navigation issues
* NetID and password resets
* internet browser related issues
* Visit My Pay and Info Resources at
www.yale.edu/hronline/mypay
* FAQs
* Quick Guides
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