RIT Employee Self-Service Reference Guide

IV. Viewing Your Statement of Earnings I. Changing Your Address
e  Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page. e  Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page.
e  Click on “My Paystub” to see an overview of your personal data. e  Click on “My Personal Information” to see an overview of your personal data.

RIT Employee Self-Service RIT Employee Self-Service

My Personal Information My Personal Information

WMy Ermployment Information My Employimien ormation

My Pa kx My Paystuly
Ty Eankﬁ Information My Banking Information
WMy Ta=x Withholding Inforrmation My Ta=x Withholding Information

e  Click on the “Update” button to the right of the “Address” section in the Overview screen to change your
your address.

Applicatio

ore |1 Main Address e

Payslip Information

e The Detail screen opens. Select either the “Correct or amend this address™ or the “Enter a new address if
S E—— you have moved” option. Click on “Continue” when finished.
Employes Numbor 24591 Main Address

Barbra St o .
22 Sith &1 Assignmont Numbor 2453 End Date Begining Dato
e Location Bidg 99 e — e Select the type of change you want to make. You cannaot delete the curent address, but you can enter a new address to

Y Hire Date 01-MNOY-2001 g 2 .
14528 Work State NY replace it. Faor questions, please contact the Payroll Department: payroll@rit. edu
SEM222-66-8885 Resident State MY Rate of Pay Annual Salary

42,000.00 42,000.00

Tax Information O Correct or amend this address.

Status Exemptions Additional Amount Override Amount Override Percentage

¥ Enter a new address if you have moved.

|Single 0.00]

e In the Entry screen correct or enter your address information. Click on “Continue” when finished.

> indicates a regquired field.

Hours and Earnings Pre-Tax Deductions

Element Hame Run Hours Current Amount YTD Hours YTD Amount Description Current

Regular Salary 3,500.00 Dental Ins EE 352 =
Medical Opt Out 33.34 Beneflex Health 1,000.02 =5 BiaEim (e [z6-FEB-z002 | [ o g 31-DEC-ZOOz) T2

GTNTREIT B Country  [United States =] &
Total Earnings 352020 Total Pre-Tax 1,003 54
| Type | =1 &=

Taxes Withheld After-Tax Deductions > Oddress Line 1

Description Current Description Current Address Line 2 Locald

Child Life Ins . rAailing
Farnily DD Ins Address Line 3 M State

Frimarns Home Country Address
=0

MEDICARE Withheld STD Admn _
SIT Withheld(MY) Spouge Life Ing > Uity
Supp ADD Ins - State
Supp Life Ins
Total Taxes Total After Tax >-Fip Code

S County

Taxahle Wages Taxes Withheld After-Tax

e Inthe Review screen review your changes and click “Submit” when ready to save your changes.

3,620.20 1,003.54 I J 411.96]
== s

Current Net Distribution . .
Check/Deposit Number Account Number Account Type Bank Name Net Pay « Make Changes Ia Submit Infor ﬁ“un x Cancel

Information l_ l_ |ﬂ Internet 4
e The Complete screen confirms that your updates have been submitted. Click on “Done” to return to the
e The controls at the bottom of the screen allow you to select a date for the Paystub you want to Personal Information screen.
review.




RIT Employee Self-Service Reference Guide

II. Changing Your W-4 (Deductions) ITI. Changing Your Direct Deposit Information
e Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page. e Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page.
e Click on “My Tax Withholding Information” to access your Federal and State Withholding information. e Click on “My Banking Information” to access your Payment Method and Bank information.

RIT Employee Self-Service RIT Employee Self-Service

My Personal Inforrmation My Personal Information
My Ermployment Inforrmation My Employment Information
My P aystul My Paystul

My Banking Inforrmmmation My Banking Infnrrﬁ]_atinn
My Tax Witll;lr,l'rlr]uldinﬂ Informatiomn My Ta=x Withholdi Information

e To change your Federal withholding information click on the “Update” button to the right of the “Federal e To add a Payment method click on the “Add” button in the Employee Details screen.
W4 Withholding Form” section in the Online Tax Forms screen. Priority Payment Type Account Type Account Number Bank Name % Amount Currency Edit Delete

Federal W4 Withholding Form (m‘%} Direct Deposit Checking Account 123456 RIT CREDIT UIMIOMN 5 S dollar

Check 100 US dollar
Filing Status ~ Single Direct Deposit  Savings Account 123456 RIT CREDIT UMICH US dollar
T T T T 3 9
e Fill in all the appropriate fields on the W4 screen and click on the “Next” button. Change Priorities

Withholdings

Filing Status ¢ Married

 Marriod, but wi at Higher Single Rate e Fill in all the appropriate fields on the Add/Edit screen for your Payment Method and Bank Details and

= Single
b (13 2
IMote: If married, but legally separated. or spouse is a nonresident alien. choose Single Clle the OK button.
AlEEnEns '1— “T IUiLdiBD o IEHUIEY NEIL P Method D "
" ayment Method Details
Payment Method Details y!

Total number of allowances you are claiming

Additional Armount YWithheld § I
A dditional amount, if any, you want withheld from sach paycheck % Payment Type [Direct Deposit > % Payment Type |Direct Deposit ¥

FIT Exempt Currency  US dollar

Currency  US dollar

| claim exemption from withhalding far £¥EAR, and | certify that | meet BOTH of the following conditions for exemption
@ Percentage ITS (7 @ Percentage |29 @

Last year | had a right to & refund of ALL Federal income tax withheld because | had MO tax liability AND *Payment * Payment
This year | expect a refund of ALL Federal income tasx withheld because | expect to have MO tax liability @ A I € Amount
If you mest both conditions, check 'EXEMPT

™ Exempt Bank Details Bank Details

Agreement

Under penalties of perjury, | certify that | am entitled to the number of withholding allowances claimed on this certificate, or | am entitled to claim exempt *Account Mame ICheCki"H * Account Name  |Savings
status. —— % Account Type [Checking Account 7] s Account Type | Savings Account =
e - & Account Number W s Account Number W
SCETEE % Transit Code Im *Transit Code lml

% Bank Mame m * Bank Name lﬁc;’

e Review your information and click “Submit” when ready to save your changes. % Bark Branch [HSBC S¢Bank Branch [FSEC

Cancel ate = Review = Confirm m In the Summary screen click on the “Next” button to go to the Review screen.

Back Maintain Payment Methods =
e The next screen confirms that your updates have been sent to the Payroll Department. Click on “Return
to Overview” to change your State withholding information, if it needs to be different than your Federal. [ [ intemet A

e Click on “New York Withholding Form (PDF) to view and print the State withholding form. Complete Review your changes in the Review screen. Click on the “Submit” button when you are ready to save
and return to your Payroll department. your changes.

State Forms
Add Approval Comiments Maintain Payment Methods » Review > Approval Required
Mate: If you want your state withhaolding to be different from you Federal, please complete Form [T-2104 and send it to the Payroll department far \h

pracessing. ] submit |—|—|D Intetniet 4
Elew York Withholding Form(PDF) e The Confirmation screen confirms that your changes have been submitted for processing. Click on the
“Return to HR Menu” button to return to the RIT Employee Self-Service menu.




