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Adding/Modifying Foundation Deductions

Overview UConn faculty and staff can opt into a payroll deduction of $S1 or more per pay period and designate it to
the fund of their choosing. Deductions can end at a set date or until a giving goal is reached. The following
table can be used as a guideline for determine what amount to deduct from each paycheck:

Deduction Per Pay Period Estimated Yearly Impact

$2.00 $52.00
$3.85 $100.00
$9.62 $250.00
$19.23 $500.00
$28.85 $750.00
$38.46 $1,000.00
$57.70 $1,500.00
$76.93 $2,000.00

Use this job aid to help you add or modify your deductions for the UConn Foundation via payroll
deductions.
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Process Steps

Action Screenshot
1 Navigation: Main Menu > Core-CT HRMS > Self Service > Payroll and Compensation > UConn Foundation Deduction
On the Search/Fill a Form page, you have the SearchiFill a Form

options to do the foIIowmg: Enter any information you have and click Search. Leave fields blank for a list of all values.

¢ Find an Existing Value: Enter the search criteria
for an existing foundation deduction form. Find an Existing Value || Add a New Value
These forms cannot be updated, but can be
used for reference.

e Add a New Value: Move to the Add a New
Value tab to add a new deduction. Sequence Number[= V|

) subect Begrm i
Document Key Strin
Move to the Add a New Value tab. y Siring|oeg

Search Criteria

Priority| = v| | v|
Due Date E]
Approval Status|= v v|

[ case sensitive
Limit the number of results to (up to 300): |300

]
Search Clear Basic Search 2 Save Search Criteria

There are three tabs at the top of the UConn Fom | ingiructons || Agachments
FOundatiOI‘l Deduction page UConn Foundation Deduction

‘Subject UConn Foundation Deduction - 7/26/2016

Status Initial

Empl ID 463640

e Form: Use this tab to enter the deduction

|nf0rmat|on includ”’]g the amount fund Please choose the reason for completing the form from the dropdown list Contact Information:
’ 4 ’ below. Please note that if you select "Replace Current Deduction”, the fund
contact information, and who will receive credit Teace your cartan un ditiuton and okl deccron A Deparnent @
for the donation. “Reason| v Work Email
e Instructions: Use this tab to review the Dl coat e OTceof Aol Gving ot 60 G117 0r e Ucamn Aumusie?
. A annualgiving@foundation uconn edu SchooliCollege
3 instructions on how to complete the UConn Amount 1 Class Year
Foundation Deduction form, including Office of Fund 1 & My spouselpartner should receive fint cred fortisgit
Amount 2 {optional)
Annual Giving contact information. Fund 2 optionan a Hame
. Amount 3 (optional) This gift is being made in honor offin memory of:
e Attachments: No attachments are required for Func » (optonai @ .
this form, so this tab will not be used. Please enter your total deduction below (sum of amounts 1,2 and 3) 1 wish for my gift to remain anonymous
Total Deduction Amount [Icheck Here
This deduction will be ongoing unil you reenter this system and make a | have made a provision for UConn in my estate plans:

Move to the Instructions tab.

[lcheck Here

To find out if your spouse/partner's employer matches gifts made to UConn, go
to hitp://www.matc hingqifts.com/uconn

Save
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Screenshot
Review the additional information about Office Of Annual Giving
foundation deductions on the Instructions tab.
For additional information about a specific fund
or about deductions, you can use the contact
information to call or email the Office of Annual
Giving.
Move back to the Form tab to complete the Deducton Per Pay Period | Extimated Yeary mpact
$2.00 52.00
payroll deduction information.
4
If your fund is not listed on this form, please contact the Office of Annual Giving at (860) 486-1173 or annuaigiving
Oak Grove Society
Faculty and staff who generously donate $1,000 or more annually are members of the Oak Grove Society. Members of this society are the University's most steadfast donors.
Transtormative gifis of $1,000 or more strength many areas of the University such as scholarship, faculty recruitment. research. and cutting edge faciities.
Members of the Oak Grove Society enjoy a range of benefits including invitstions 1o special events, an advanced electronic subscription to Inside UCon bon and &8 printed
copy of the UConn Foundation's Annual Report
Your Gift
Your gift will be received by The University of Connecticut Foundation, Inc. 8 Connecticut non-profit and 8 SO1(¢)(3) tax exempt organization that extlusively benefits UConn, All
contributions are sut cantain administrative fees that support Foundation operating expenses and other prionties determined by the University unit receiving the
Donors have the
269.9665, or hitp /
On the left side of the form, enter the following: Please choose the reason for completing the form from the dropdown list
e Reason: Select the reason for submitting the below. | Please note that if you select "Replace Current Deduction”, the fund
: : distribution and total deduction amount you indicate below will completely
form between l?’egln New Deduction, End replace your current fund disbtribution and total deduction amount
Current Deduction* and Replace Current
Deduction. *Reason | Begin New Deduction v
—  *Note: If selecting End Current Deduction,
1 1 ' 1 f 1 \!
mit onlv the R n and Total Please designate your fund distribution below. If your fund is not listed below,
sub t-o_yt e Reason and Tota please contact the Office of Annual Giving at (860) 436-1173 or
Deduction Amount on the form. The total annualgivina@foundation.uconn.edu.
deduction amount will be the amount you
currently deduct. Amount 1 9.62
e Amount 1: Enter the amount (in dollars) to Fund 1 General Scholarships-23070 Q
deduct from each paycheck. Review the table Amount 2 (optional)
on the Instructions tab as a guideline to Fund 2 (optional) Q
. un 1on
5 determine how much to deduct. d
e Fund 1: Use the magnifying glass to search for Amount 3 (optional)
the fund that is receiving the amount from the Fund 3 (optional) Q
payroll deduction.
Please enter your total deduction below (sum of amounts 1,2 and 3):
You have the option to select additional funds to Total Deduction Amount 9.62
donate to. If applicable, enter the amount(s) and
fund (s) in the additional fields. Irq;snggductlon will be ongoing until you reenter this system and make a

e Total Deduction Amount: Add up the total
number of deductions between the Amount
fields. Enter your current total deduction
amount if you selected End Current Deduction.
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Step

Action

On the right side of the form, enter the following:

e Department: Enter the department that you
currently work for.

e Work Phone: Enter your work phone number.

e Work Email: Enter your University email
address.

e School/College: If you are a UConn
Alumnus/a, you may choose to enter the
school or college you attended.

e Class Year: If you are a UConn Alumnus/a, you
may choose to enter the year you graduated
from the University.

e Spouse/Partner Name: If you would like your
spouse/partner to receive joint credit for your

Screenshot

Contact Information:

o

Department | UCCI1010 (
Work Phone |(560) 488-5000

Work Email |jane doe@uconn.edu
Are you a UConn Alumnusfa?

SchoollCollege |College of Fine Aris

Class Year 1978
My spouseipartner should receive joint credit for this gift:

Name John Doe

6 ) : ) Thig gift is being made in honor offin memory of:
donation, enter the name in the Name field.
e In Honor Of/In Memory Of Name: If you are Mame
making a donation in honor of or in memory of _ _ _
an individual, enter their name in the Name | wish for my gift to remain anonymous:
field. U] Check Here
In addition to the above fields there are two | have made a provision for UConn in my estate plans
checkboxes you may check, if applicable: [] Check Here
o Select | wish for my gift to remain anonymous
if you wish to remain anonymous in your To find out if your spouseipartners employer matches gifts made to UConn, go
donation to hitpc/feaw. matchinggifts.comduconn
e Select | have made a provision for UConn in
my estate plans if you have in fact made such
provisions.
7 When all information has been entered on the form, click Save.
Scroll to the tOp of the form. Click Submit to Seq Nbr 52 UConn Foundation Deduction
submit the payroll deduction form to the Payroll Subject UConn Foundation Deduction - 7/26/2016
8 Department.

Preview Approval Submit

Status [nitial

EmplID 453540




