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Managing Pay Information for Payroll for North America

CE: BARBERTIEMIGLTOWAWEREICEI I DREBICONTIE, EFEFETRESNATLED)
This chapter provides an overview of ePay transactions and discusses how to:

* Set up and view self—service paychecks.

* Manage consent for electronic year—end forms.

* View year—end forms.

* Set up and view direct deposit.

* View and update voluntary deductions.

(USA) Manage W-4 and W-2 reissue.

Understanding ePay Transactions for Payroll for North America

You can use these ePay transactions if your organization licenses PeopleSoft Enterprise Payroll for North
America:

» View Paycheck (PY_IC_PAY_NQ).
Employees review paycheck information for earnings, taxes, deductions, and net pay distribution.
* Year End Form Consent (PY_SS_YE_CONS_USA) and (PY_SS_YE_CONS_CAN).

Employees grant or withdraw consent to receive year—end forms or slips electronically rather than in
paper. Workflow sends email confirmation of changes in consent status.

» Year End Forms (PY_SS_YE_FORM_USA) and (PY_SS_YE_FORM_CAN).

Employees view and print year—end forms or slips. Workflow notifies employees by email when the forms
are ready for viewing.

» Direct Deposit (PY_IC_DIR _DEP).
Employees display, add, change, or discontinue direct deposit instructions.
 Voluntary Deductions (PY_IC_VOL_DEDS).
Employees add, change, or stop (delete) voluntary deductions.
* W-2 Reissue Request (PY_IC _W2).
Employees request a duplicate W-2 to be sent to either their work or home addresses.
o W-4 Tax Information (PY_IC_W4).

Employees enter or update tax withholding information. Workflow sends an email notification to the
employee verifying the W—4 details.

Copyright © 1988 — 2006, Oracle. All rights reserved. 9



Managing Pay Information for Payroll for North America = 3E

Setting Up and Viewing Self—Service Paychecks

This section provides an overview, lists prerequisites, and describes the pages used in the transaction.

Understanding the View Paycheck Transaction

If you want to display self-service paychecks in PDF, you must use the XML Publisher (XMLP) PDF creation
method of printing paychecks and direct deposit advices. To use the XMLP PDF creation processes, you
must update the Paycheck Options table page in Payroll for North America to set up the options for
displaying self-service paychecks in PDF. Options that you specify include:

URL for the XML data to display self—service checks.
¢ Whether to display only PDF checks.
* Whether to display manual checks with $0 or negative net amount in self-service.

¢ Days from check date that the paychecks should be available in self-service.

PDF and Historical Paychecks

The ePay View Paycheck transaction displays paychecks and direct deposit advice forms that you create
in Payroll for North America release 9.0 and later in PDF only. When you define self—service paycheck
options on the Paycheck Options Table page, you must specify whether to display only the PDF paychecks
or to display both the PDF paychecks and the historical paychecks.

Paycheck Availability

On the Paycheck Options table, indicate the default timing of when paychecks should be available for viewing
in the ePay self-service View Paycheck transaction. Indicate whether paychecks should be available on
the check date or specify the number of days before or after the check date. You can override this value
on the run control page when you run the check and advice PDF creation processes. You can specify
paycheck availability differently for various company and pay group combinations.

3¥: If you have enabled viewing of historical paychecks, the paycheck data from the current pay run is
visible to employees in self service as soon as you run pay confirmation. Running the XMLP PDF creation
process triggers the paycheck availability option for the PDF paycheck, after which the checks are not
viewable until the availability date that you specify. For this reason, we recommend that you run the XMLP
PDF creation process immediately after confirming the payroll.

Self-Service Paycheck and Advice Templates

Payroll for North America delivers RTF templates for displaying the paychecks and advice forms as PDF
documents in the self-service transaction. You can modify the templates if required.

Prerequisites

Before you can display PDF self—service paychecks, you must complete these setup steps:

» Configure Integration Broker and Report Manager.
* Update the XML Publisher form definitions with specifics for your implementation.

» Specify XML Publisher printing and self—service options.
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» Complete payroll processing and run the PYCHKUSA, PYCHQCAN, PYDDAUSA, or PYDDACAN PSJob
processes to create self—service checks and advices.

3¥: We recommend running the XMLP PDF creation processes immediately after confirming the pay run.

EEHR:

Enterprise PeopleTools PeopleBook: PeopleSoft Integration Broker

Enterprise PeopleTools PeopleBook: PeopleSoft Process Scheduler

Pages Used to View Self-Service Paychecks

R=S&

IOz HME

FES—ay

ik

View Paycheck

PY_IC_PLLIST

Self Service, Payroll and
Compensation, View
Paycheck

Displays a list of paychecks
by check date. Depending
upon setup options,

the page can list PDF
paychecks and historical
checks that are notin PDF
format. By clicking the
check date link, employees
access PDF paychecks

in a new window and view
historical paychecks on the
View Paycheck page.

View Paycheck

PY_IC_PL.DATA

Click a check date link for
a non—PDF paycheck on

the View Paycheck page
(PY_IC_PLLIST).

View historical paychecks
that are not in PDF format.

View Self Service Paycheck

PY_SSP_ADMIN_VIEW,
PY_SSP_VIEW_DATA

¢ Payroll for North America,

Payroll Processing USA,
Produce Payroll, Review
Self Service Paycheck,
View Self Service
Paycheck

¢ Payroll for North America,

Payroll Processing USF,
Produce Payroll, Review
Self Service Paycheck,
View Self Service
Paycheck

To resolve questions raised
by employees about their
paychecks, the payroll
administrator can view
employees’ self service
paychecks in an online

view that replicates the
employees’ view. The

list page lists both PDF
paychecks and historical
checks that are notin PDF
format. Administrators

can view all paychecks,
regardless of the availability
date specified for employee
viewing of PDF checks.
Clicking the check date link
displays PDF paychecks in a
new window and displays
historical paychecks on
another View Self Service
Paycheck page.
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View Self Service PY_SSP_ADMIN_VIEW, Payroll for North America, To resolve questions raised
Paycheque PY_SSP_VIEW DATA Payroll Processing CAN, by employees about their
Produce Payroll, Review Self | paycheques, the payroll
Service Paycheque, View administrator can view
Self Service Paycheque employees’ self service

paycheques in an online
view that replicates the
employees’ view. The

list page lists both PDF
paycheques and historical
cheques that are not in PDF
format. Administrators

can view all paycheques,
regardless of the availability
date specified for

employee viewing of PDF
cheques. Clicking the
cheque date link displays
PDF paychequesina

new window and displays
historical paycheques on
another View Self Service
Paycheque page.

Managing Consent for Electronic Year—-End Forms

This section provides an overview of employee consent and discusses how to:

¢ Set up self-service viewing.

¢ Enable self-service consent and year—end forms.
* Set up consent and notification text.

* Monitor employee consent status.

* Reset consent status.

Understanding Employee Consent

You must secure employee consent before you can provide self-service viewing and printing of electronic
year—end forms or slips in place of printed forms. Among other requirements, you must also provide the
opportunity for employees to withdraw their consent. If employees currently do not have a valid consent on
file at the time of generating the year—end forms or slips, you must provide the document in paper format.

The Payroll for North America and ePay applications provide:

» Setup pages where administrators enable or disable self-service year—end form functionality, enter text
for consent emails and notifications to employees, and specify forms and other options.

» Self-service pages where employees grant and withdraw consent to receive electronic year—end forms.

* Workflow email confirmation of an employee’s current consent status after each online consent status
update.

Copyright © 1988 — 2006, Oracle. All rights reserved.




i

foi

Managing Pay Information for Payroll for North America

* An online page and a report that administrators use to monitor employee consent status.

* A reset process that enables administrators to reset consent status for all employees, selected
companies, or selected employees.

For example, use this process to reset the consent status of terminated employees to ensure the printing
of paper year—end forms.

* PDF year—-end forms creation processes that generate year—end forms and slips.

3¥: Payroll for North America uses XML Publisher to create year—end forms in PDF format for printing
and to display the year—end forms in self-service . You must use the correct PDF year—end form
creation process in conjunction with the ePay consent functionality. The processes print the forms only
for employees who have not consented to electronic forms.

» Workflow email notification that year—end forms are ready for self-service viewing.

This table describes the availability of year—end forms in each country by employee consent status:

Country Consent Status Form Availability

u.s. Consented The PDF year—end form creation process suppresses the printing of
the employee’s paper W-2 or W—2c.

The employee views and prints the year—end form through self service.

u.s. No Consent Received The PDF year—end form creation process prints the employee’s paper
) Form W-2 or W—2c.
Withdrawn
The employee can also view and print the year—end form through self
Reset by Employer service.
Canada Consented The PDF year—end form creation process suppresses the printing of
the employee’s paper T4 or T4A.
The employee views and prints the year—end slip through self service.
Canada No Consent Received The PDF year—end form creation process prints the employee’s paper
) T4 or T4A.
Withdrawn
The employee cannot view or print the year—end slip through self
Reset by Employer service.

;X If the U.S. employee consents to receive an electronic Form W—-2, you must also deliver any related
Form W-2c electronically.

Initial Employee Notification About Consent

After you set up the consent processing, you must use your normal method of employee notification to
inform employees that they can enter the self—-service consent page to grant consent. The ePay application
does not provide functionality for the initial notification to employees.

Consent Reset Due to Termination

The system does not automatically reset the consent status of terminated employees. The payroll
administrator must run the Reset Form Consent process for terminated employees to ensure that paper
forms will be printed at year end.
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3¥: The automatic notification of reset status is likely to be undeliverable to terminated employees. Use
a standard procedure to notify the terminated employee of reset consent status, such as including the
notification in the termination package.

BEEIE B:

Year—end processing instructions issued with the tax update posted on Customer Connection in October

of each vyear.

8% A, TePay-#6 5 DIEHEDI—H 70—, | 53—

Pages Used to Manage Consent for Self-Service Year—-End Forms

R=U% FITHr4 FEHF =3y &
Tax Form XMLP Options PY_YE_XMLP_OPTION Payroll for North America, | Specify the tax year, the tax

Year—End Processing
CAN, Define Annual Tax
Reporting, Tax Form
XMLP Options

Payroll for North America,

U.S. Annual Processing,
Define Annual Tax
Reporting, Tax Form
XMLP Options

form, the report definitions,
and the URL for the table

in which the XML data is
stored for producing the
self—service forms.

Year End Form Options

PY_YE_OPTION_CAN,
PY_YE_OPTION_USA

Payroll for North America,

Year—End Processing
CAN, Define Annual Tax
Reporting, Year End Form
Options

Payroll for North America,

U.S. Annual Processing,
Define Annual Tax
Reporting, Year End Form
Options

Enable self-service
year—end forms or slips.
This step is required to
enable employees to

grant consent to receive
electronic forms. Also
specify the availability date
for each form and tax year.

Year End Form Text

PY_YE_NOTES

Payroll for North America,

Year—End Processing
CAN, Define Annual Tax
Reporting, Year End
Form Text

Payroll for North America,

U.S. Annual Processing,
Define Annual Tax
Reporting, Year End
Form Text

Set up consent and
notification text to be used
on the consent page orin
email notifications sent

to employees.
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R=D% FITHr4 FES =3y A&
T4/T4A Consent, PY_SS_CONSENT_CAN, ¢ Self Service, Payroll and Employees request or

W-2/W-2c Consent

PY_SS_CONSENT_USA

Compensation, T4/T4A
Consent

« Self Service, Payroll and
Compensation, W-2/W-2¢
Consent

withdraw consent to receive
electronic year—end slips or
forms. Appropriate text
appears on the page based
on the employee’s current
status. After saving an
update on the page, the
employee must enter
password verification. After
verification, the system
displays confirmation of the
submit and triggers email
confirmation of the change.

Review T4/T4A Consent
Status, Review W-2/W-2¢
Consent Status

PY_FORM_STAT_CAN,
PY_FORM_STAT_USA

¢ Payroll for North America,
Year—End Processing
CAN, Year-End/New Year
Preparation, Review
T4/T4A Consent Status

« Payroll for North America,
U.S. Annual Processing,
Year-End/New Year
Preparation, Review
W-2/W-2c Consent
Status

Monitor employee consent
status. Review the history
of each employee’ s
consent and email
notification status.

Year End Consent Status
Report

RUNCTL_TAX900CS

Payroll for North America,
U.S. Annual Processing,
Year-End/New Year
Preparation, Year End
Consent Status Report

Run the TAX900CS report,
which lists employees’

most current self-service
year—end form consent
status based on dates and
status codes that you
specify in the report request
parameters.

Year End Consent Status
Report

RUNCTL_CTX900CS

Payroll for North America,
Year—End Processing
CAN, Year-End/New Year
Preparation, Year End
Consent Status Report

Run the CTX900CS report,
which lists employees’

most current self-service
year—end form consent
status based on dates and
status codes that you
specify in the report request
parameters.

Reset T4/T4A Consent
Status, Reset W-2 Consent
Status

PY_RC_RESCON_CAN,
PY_RC_RESCON_USA

¢ Payroll for North America,
Year—-End Processing
CAN, Year-End/New Year
Preparation, Reset
T4/T4A Consent Status

¢ Payroll for North America,
U.S. Annual Processing,
Year—-End/New Year
Preparation, Reset W—2
Consent Status

Reset consent status

to Reset Consent for

all employees, selected
companies, or selected
employees. Enter run
parameters for the

Reset Form Consent
Application Engine process
(PYYE_RESCAN or
PYYE_RESUSA).
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Setting Up Self-Service Viewing
Access the Tax Form XMLP Options page.

Tax Form XMLP Options

Tax Year: 2005

Taxform Options Find ¢ &) First (4] 1 o1 10 O Last
“TaxFormID: | T44Slip =l =
Report Definitions e |F|rui | Wignn Al " First [4] 1-4 of 4 [+ Last
Report Hame Description Template 10 Description g\gm Burst? (Batch Size
T4A Company Print ’— T4A Company -
FYyT4405M_C0 G Far 2005 FYyT4A05R_C0O_1 QL Cory [Company x| [~ | +] [=]
T4A Employee Print ’— T4A Employee -
PYT4AOSN_EE QU 40 =0 PYT4A0SN_EE_1 QL [Employee x| [ | =
T4A Government Print ’— T4A Government -
PYT4AOSN_GVT QL v 22l PYT4ADSN_GVT_1QL (0 [Governme=| [~ | =

T4A Employvee 55 ’— T4A Employee I_LI
PYT4A065_EE 2L Formm 2005 PYT4A055_EE_1 O G Emplovee I =]

XML Data Files

URL Identifier: |PY_YE_CAN_}{ML_DATA G T4T4A HML DATA
Filing Instructions
URL Identifier: |F'Y_YEAR_END_A1TACH L vear End Filing Instructions

Attached File: PYT4ADS_INSTR.pdf

Add|Attachiment | DeleteAﬁachmentI Yiew Attachment |

Last Update Date/Time 06/01/2006 2:07:34PM by P3S

Tax Form XMLP Options page

Report Definitions Select the appropriate print and self—service form report definitions for the
tax year and tax form specified. PeopleSoft delivers the necessary report
definitions and filing instructions each year for each tax form.

XML Data Files Enter the URL to the table in which you store the XML data for self-service
viewing. We deliver a URL and associated table for this purpose. If you
create a separate table and URL to store the data, enter your URL here.

Batch Size Enter the number of employees that you want in each PDF print file for
those employees who do not give consent to receive their forms through
self service.

REEIE B:

Year—end processing instructions issued with the tax update posted on Customer Connection in October
of each year.

Enabling Self Service Consent and Year-End Forms

Access the Year End Form Options page.
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Year End Form Options

W-2 Reporting Company: GHI Global Business Institute 9999

Self Service Options

Tax Year: 2005 (=
Electronic Forms Option

¥ Enable Electronic Year End Forms In Self Service

Taxform Options

Tax Form ID: |W—2 j =]
Self Service Availability
Availability Date: El Availahility Motification | Date Notified:

Report Definitions

Report Hame Description Template ID Description 2W-2¢ Type (Burst? Batch Size

FYW205N_CO ‘;‘frrﬁ'?;gg:””'j”m FYW205N_CO_1 W2 Campany Copy Company Capy [

PY205M_EE W2 Employee Print PYWI05M EE 1 W2 Employee

Employee Copy [

Farm 2005 - - Copy

W2 Government Print W2 Government Government
P 2050 _GYT F ot 2005 P2 05 M_GYT_1 Copy Copy ~
Prwa0ss EE  WZEMPIOYRRSS  pones pp g WEEMPlOYEE b e Copy 7

Farm 20045 - - Capy

Last Update Date/Time 05/25/2006 1:39:35PM by PS5

Year End Form Options page

The Year End Form Options page configures printing of year end forms in XMLP PDF format for the
company specified. The output files are determined by the tax year and tax form ID.

;¥: (USA) Configuration is by W-2 company for the U.S.

Tax Year Create a new row each tax year.

Enable Electronic Year End  Select this check box to enable the W-2 company or T4/T4A company to
Forms in Self Service provide XMLP PDF forms or slips in the ePay self-service transaction.

If this check box is not selected, employees cannot enter or withdraw
consent or view year end forms and slips.

If you want to disable the feature after employees have granted consent,
clear this check box and run the Reset T4/T4A Consent Status process or
the Reset W-2 Consent Status process.

¥: (USA) Self-service year—end form functionality is available only for
companies set up with tax report type W-2 or Territories on the Company
Table — Default Settings: Tax Details page.

Tax Form ID Enter all valid Tax Form IDs for the W-2 company or T4/T4A company.

Availability Date After generating the individual PDF forms, enter an availability date when
employees can view the forms in self—service.
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Availability Notification

Date Notified

Report Definitions

REEIE B:

"
1o

After entering an availability date, click this button to trigger workflow to
send email notification of form availability to employees who are eligible to
receive the electronic form. Set up the email text on the Year End Form
Text page.

3¥: Before you click this button, verify that the availability date in the email
notification is correct.

After you click the Availability Notification button and trigger the workflow
email notification, the system enters the current date.

Displays a list of valid report definitions based on the Tax Year and Tax
Form ID entered. This is for information only. Maintain this information on
the Tax Form XMLP Options page.

Year—end processing instructions issued with the tax update posted on Customer Connection in October

of each year.

Setting Up Consent and Notification Text

Access the Year End Form Text page.

Year End Form Text

Text Type: Conszent Instructions
Country: LISa  Lnited States
First E 1af 1 |I| Last
Effective Date: 0140111980 [ =
Usage: IPage Text v|
*Description: Consent Instructions
Text: fou must complete this consent form to receive electronic ¥W=-2 orW-2c forms. Ifyou do not submit ;l@
a consent form or & withdrawal of consent form, the Payrall Department will process vour vear-end
forms based onthe inforrmation currently an file. After you submit your consent farm, itwill remain
wvalid until vou submit a withdrawal of consent form. The exception is when your employment is
terminated or electronic access to forms is discontinued.
Ifyou have any questions, please contact your Payrall Administrator. Ll

Year End Form Text page

Text Type

Usage

Text

When you enter the page, select the type of consent form or email text that
you want to enter or update.

£ B8 Text type descriptions later in this section

Select Page Text for text types Consent or Withdrawal. Select Email Text
for all other text types.

Enter the exact wording of text to display in the email or consent form.
Payroll for North America provides sample text for each text type for the
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U.S. and Canada. You can use the sample text as an example when you
create your own text.

3¥: Use the spell checking button or press Alt + 5 to check the spelling of
your text.

This table describes the text types:

Text Type

Description

Consent Instructions

Instructional text displayed on the W—-2/W-2¢ Consent page or T4/T4A Consent
page to request consent.

Withdrawal Instructions

Instructional text displayed on the W—-2/W-2¢ Consent page or T4/T4A Consent
page to withdraw consent.

Consent Confirmation

Email to an employee to confirm that consent is granted. Workflow issues this email
when the employee submits a consent request through self service.

Withdrawn Confirmation

Email to an employee to confirm that consent is withdrawn. Workflow issues this
email when the employee submits a consent withdrawal request through self
service.

Consent Reset Notification

Notification to employees that consent has been reset. Workflow issues this email
when the payroll administrator resets an employee’ s consent status or runs a
mass reset process.

Form Available

Notification to employees that the W-2 or T4 is available for self—service viewing
and printing. Workflow issues this email when the payroll administrator clicks the
Availability Notification button on the Year End Form Options page.

Correction Available

Notification to employees that the W-2c or T4A is available for self-service viewing
and printing. Workflow issues this email when the payroll administrator clicks the
Availability Notification button on the Year End Form Options page.

Consent Instruction Requirements

The instructional page text that you create for consenting and withdrawing consent should include these
details:

Notification that a paper copy will be provided if consent is not given.

The scope and duration of the consent.

Post consent requests for paper statements.

Option to withdraw consent.

Conditions under which the employer will no longer furnish electronic statements.

Procedures for updating information.

Hardware and software requirements.

For example, inform employees that Adobe Reader is required to view the forms.

Contact information.
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Access the Review W-2/W-2¢c Consent Status page or the Review T4/T4A Consent Status page.

&
o
o

~

Doudlas Lewis

Consent Information

Effective Date:  05/25/2006

Review W_2W0 2¢ Consent Status

Effective Sequence: 0
Last Update Date/Time 05252006 1:43:47PM by
Consent Status

Mo consent received. Print paper forms.

Consent granted. Produce electronic farms.

Consent withdrawn. P

rint paper farms.

Consent reset by emplover. Print paper farms.

ID Kunnm

Firzt E 1 of 1 |E| Last

™ Consent Granted

™ W.2 Form Available

Email Notification Status

™ Consent Withdrawn

™ W_2c Form Bvailable

™ Consent Reset

Review W-2/W-2¢ Consent Status page

3¥: The Review T4/T4A Consent Status page is identical to the Review W-2/W-2¢ Consent Status page.

Consent Status

Email Notification Status

Review the selected employee’'s consent status for each effective—dated

row.

Review the email notifications that have been sent to the employee by
workflow for each row of consent status.

i¥: You can also generate the Year End Consent Status report to view a list of employees with the
specified consent status values within a specified date range.

Viewing Year—End Forms

This section lists prerequisites and describes the pages employees and administrators use to view year—end

forms.

Prerequisites

These steps are required before employees can view and print electronic year—-end forms and slips in

self-service:

1. Configure Integration Broker and Report Manager.

2. Specify tax form XMLP options.

20
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ZH8: Year—end processing instructions issued with the tax update posted on Customer Connection
in October of each year.

3. Specify the year—end form options.
On the Year End Form Options page, specify the tax year and the form availability date.

28 Year—end processing instructions issued with the tax update posted on Customer Connection
in October of each year.

4. Complete the employee consent process.

S 0. % 3 &, [Managing Pay Information for Payroll for North America | . [Managing Consent for
Electronic Year—End Forms ] . 12—

5. Create year—end form data and then create the forms using the PDF year—end form creation
processes.

3¥: On the run control pages for the PDF year—end form creation processes, select the Final Print
check box to enable employee self-service viewing as of the availability date specified on the Year
End Form Options page. In Canada, self-service viewing is also subject to the consent status.

ZH8: Year—end processing instructions issued with the tax update posted on Customer Connection
in October of each year.

BE;EIHB:
Enterprise PeopleTools PeopleBook: PeopleSoft Integration Broker

Enterprise PeopleTools PeopleBook: PeopleSoft Process Scheduler
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R—T%

2 X/

FESF—ay

&

View T4/T4A Slips

PY_SS_YE_FORM_CAN

» Self Service, Payroll and
Compensation, View

T4/T4A Slips

¢ Payroll for North America,
Year—End Processing
CAN, Create Slip Data,
View T4/T4A Slips

Canadian employees
who have consented to
electronic slips can view and
print year—end slips and
filing instructions, listed
by tax year. The slip and
filing instructions open in
separate windows when
the employee clicks the
corresponding document
link.

To resolve inquiries, the
payroll administrator can
view or reprint employees’
self-service slips in

an online Payroll for

North America view that
replicates the employees’
self—service view.

If the Final Print check box
is selected, the employee
can view the year—end
form in self—service on

or after the availability
date if consent has been
granted. If Final Print is
not selected, only the
payroll administrator can
view the form.
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View W-2/W-2¢c Forms PY_SS_YE_FORM_USA ¢ Self Service, Payroll and U.S. employees can view
Compensation, View and print year—end forms
W-2/W-2c Forms and filing instructions, listed

by tax year. The form and
filing instructions openin
separate windows when
the employee clicks the
corresponding document
link.

¢ Payroll for North America,
U.S. Annual Processing,
Create W-2 Data, View
W-2/W-2¢ Forms

To resolve inquiries, the
payroll administrator can
view or reprint employees’
self-service forms in

an online Payroll for

North America view that
replicates the employees’
self-service view.

If the Final Print check box
is selected, the employee
can view the year—end form
in self-service on or after
the availability date. If Final
Print is not selected, only
the payroll administrator
can view the form.

Setting Up and Viewing Direct Deposit

This section provides an overview of the direct deposit transaction and lists the pages used in the
transaction.

Understanding the Direct Deposit Transaction
To set up direct deposit, employees enter:

* Bank and account information.
» Deposit type (amount or percent) and the value.

* Deposit order for multiple deposits.

Employees can also update or cancel direct deposit instructions in the self-service transaction.

3¥: (USA) In the U.S., prenotification may affect the timing of updates to direct deposit.

Upon saving data in the transaction, employees receive a message confirming the save and informing them
that due to timing, the change might not be reflected on the very next pay.
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R=T4& AITTIHM4A FES—2ay &
Direct Deposit PY_IC_DD_LIST Self Service, Payroll and Employees view current

Compensation, Direct
Deposit

direct deposit information.

Add Direct Deposit, Change
Direct Deposit

PY_IC_DD_DATA

Click the Add Account or
Edit button on the Direct
Deposit page.

Employees add or change
direct deposit information.

Delete Confirmation

EO_DEL_CONFIRM

Click the Delete button on
the Direct Deposit page.

Employees delete direct
deposit information.

Pay Statement Print Option

PY_IC_DD_SUPP

Click the Pay Statement
Print Option link on the
Direct Deposit page.

Employees indicate whether
they want a printed copy
of the pay statement

mailed to their home. The
default is yes.

Viewing and Updating Voluntary Deductions

This section provides an overview of voluntary deductions, describes the prerequisite, and lists the pages
used in the transaction.

Understanding Voluntary Deductions

To control which general deductions employees can update using self service, use the Allow update via
Emp Self Serv (allow update via employee self-service) option on the General Deduction Table page in the
Payroll for North America application.

If you enable self-service updates for a deduction, employees can update their own voluntary deductions
online. The employee’ s voluntary deduction changes in the ePay transaction directly update the Payroll
for North America database tables.

Prerequisite

To use this transaction, select the Allow update via Emp Self Serv (allow update via employee self service)
option on the General Deduction Table page for each voluntary deduction that employees can update online.
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Pages Used to Set Up and View Voluntary Deductions

R=S&

IOz HME

FEHF—I 3>

ik

Voluntary Deductions

PY_IC_DED_LIST

Self Service, Payroll and
Compensation, Voluntary
Deductions

View a list of current
voluntary deductions.

, Change Voluntary

Add Voluntary Deduction

PY_IC_DED_DATA

Click the Add Deduction or
Edit button on the Voluntary

Add, change, or stop
voluntary deductions.

Voluntary Deduction page

Deduction Deductions page.
(USF) Distribution W3_GVT_PY_ALOT.IC Click the Distribution Enter details of the account
Information Information link on the Add from which the voluntary

deduction is taken.

or the Change Voluntary
Deduction page.

(USA) Managing W-4 and W-2 Reissue

This section provides overviews of the W—4 and W—2c¢ transactions and lists the pages used in these
transactions.

Understanding the W-4 Transaction

Employees can file a new Form W—4 through self service anytime their tax status changes.
Using the self—service transaction, employees can:

» Change their federal tax data.

» Select the company for which they need to change data if they work for multiple companies.

» Specify an additional withholding amount.

Users are asked to confirm their password after updating the W-4. This functions as an employee’s
electronic signature. Workflow generates an email to the employee confirming that the change was made.

3¥: The W—-4 Tax Information self-service transaction does not work when WWW _AUTHENTICATION is
used. With WWW_AUTHENTICATION, users receive a message on the final confirmation page that their
password is invalid and are unable to save the W-4 changes. To use the W—4 Tax Information self-service
transaction, you must use a different authentication method.

Understanding the W-2 Reissue Transaction

Employees can request a reissued W—-2 form. Workflow associated with this transaction generates a worklist
for the payroll administrator.
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Pages Used to Manage W—4 and Reissued W-2 Forms

"
1o

R=T4& ATSxHh4 FEHF—Iay &
(USA) W-4 Tax Information | PY_IC_W4 DATA Self Service, Payroll and Employees can change
Compensation, W—4 Tax tax data.
Information, W—4 Tax
Information
(USA) W-2 Reissue PY_IC_W2_DATA Self Service, Payroll and Employees request a new

Request

Compensation, W-2 Reissue
Request, W-2 Reissue
Request

W-2 form and select the
delivery address.
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s EANEBITOEFHRODETE

s EANRITOREIFHRDOEH

s XBRAEBFUXBES DFMOERTE

s XBAEBFIUXBES DFEHDOA S

c HMERAMERTOETE

c REBMEOAUSAURT

- (GBR) A 5EEHMIZ DA 51V R T

JA—/N)L RLA—)LAD ePay-# 5,5 H 9230 ([2DVT
PeopleSoft Enterprise 7 A—/\JL RAO—)LDTA LV REFRALTVDEE. LT D ePay-$55+5
Yo AV EFERATEET,

- {8 A$R1T O EE (GP_SS_EE_BANK)
HEBFEADORITOEFREZANSLIVEETEET,
« XHABLH A& (GP_SS_EENPD)
REBIMIKBEORSELHEEETEET,
- #A 5 BAME D =~ (GP_SS_EE_PSLP)
HEBIEIZHB. B ERBLUHZREBEORED ICOVWTHE/NMIFOEREZERTEET,
+ (GBR) #A5-B3#l GBR (GPGB_PSLIP_SS_PNLG)
HEEBITHERMEIEZE TEZET (PeopleSoft Enterprise Global for the United Kingdom M &),
« (JPN) F£REA% (YEA) T—4 (GPJP_YEA SSERVICE)

REBFERFABDAEIZFERIIERFART —FZEBHFH TEET (PeopleSoft Enterprise /' O—/\
L R4A—)L (BR) DH),

BARITOEFHROEKTE

BABITOEFBEROERICIE, ZHRELFITOE/FMFZHE S R—R2 (GP_SS_NPD_CONFIG_GBL)
EHERALET,
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AytE—2 AFAT DT IAILE AyE—DITh Do T HLLGBANKRRINET,
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J—970—7F79ay

FE

Oo—J)L

Payroll administrator

BFA—ILTUTL—F

Send E—mail to employee; text type Form Available
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EsxZR7O€R Manage Annual Tax Rptg U.S. & & U Manage Annual Tax Rptg Can
ESRRAT7IT1ET1 Send W2 Notification & & Uf Send T4 Notification
ESRAARUE Notify Employee
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ARVE DEBAESRLTLZSL,
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IN— WebH—/N— BXIUVITSHOHTHERINS. PeopleSoft 8 MDEK
7_:?'7__73:)('—GTO
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BEMEBRIND)MRERELET,
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DEMDHTEHERITIEEETATLERLES . FEETATLEFEALT,
EETATLDIFIVERFT I —TERIENTEET, STEHESRARP
HEIREFIEEZERECTACENATE, STEHELAEROERSBRELTHERY
BLELTEET S ET7ATLIR. EERFIRTHOBRERPIEF
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. FEHEBITIEEINEFA,
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RE.BEHAAER BAAEEWN. TEEABRLGENTATLIZERYLET,

PeopleSoft Enterprise Se £ BIBICH W T . BERLTATLMN, 7Uarv 75
VOBEDREICEDSWVDHIMEEF > TV EMZIEDNT, VRATLFES:
[F1—H—ICk > TERMBEMICEITINDT I IV DBMEBEEEERLET .
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PeopleSoft Enterprise /N\T#— IV A IR AVRTIE. FITAETAR—X 7T
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PeopleSoft Enterprise G 773D T T r—ar k., fthd PeopleSoft
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PeopleSoft Enterprise St € EEICH N T SR LA ERBRT AT LZE B
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PeopleSoft Enterprise ANS T v Y — UG I2EWNT, FALKEIZEDINT
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NEBMICRESNSGD . FERERICEER/FTONETIT4TEREE)

Copyright © 1988 — 2006, Oracle. All rights reserved. 61



e

62

g IL—I

fl#gIL—IL X —

&I —ILEH

FEEIN-T

FEFE

FEBEE

HEOT FAT A

HhaO4 Is—rF

Hhand <yvS

EEMAE

HTIINE

RZHEBEERISY
RiLHEBRREIZY

BEEREAIozIr

B fRE

ALOREMMENERSINET, COMMEIE. LUERDETDEIGILEBIC
WY HEELLTHEAINET,

EXMKICRESBERAINSLODERTY . EhENDERMNFEShh
. EHDOL—LONERASNIGEEIHYVET .

AL —ILICH L TEEIL—IILEE EEIOYYFUTICER) E#EET 50
IZFIRAAREL I —ILFEERLET,

MG E T4 —ILFEZDEZERL, MERE T —ILEAEEIZED LS
[CERASNANERETIERFEERLET,

PeopleSoft Enterprise 5—=24 I R2 T AVMZEWT,. AL —=V 5 BREIC
oSN =2BEDTIV—TEHELET . ALEZFEITIL—T DA /IN—
X, SBAACEEI—FEE RLEMHERELET . ZEEVIL—T2ER
LT.S—ZV T 7OTAETARTOITSLADTIRROEZEHET S
CEMNTEET  F . N\YIFTARTTL—TERGO—FEEREERTT
S=OITHFERINET,

PeopleSoft Enterprise 5—=249 YA AVKIEWNT, FEF BT LICHES
NTWBETDI—=V T FITAETABIVTRT S LERMT 5T
HS—ERYRTH)TT,

PeopleSoft Enterprise 5—=24 IR AVMIENT,. FEENTETLEEZTO
==Y FIOTAETARTATSLERHETHEILIF—ERYRINITY,

PeopleSoft Enterprise 5—=24 YR AVMIEWVWT, ZEENEET L LU
EMTELREYIZERLET . I=EZ (XL "Microsoft Word [ZTDWVT " EMN
CNICEELET ., 20T FATLIZIK, FEYIIZDOVTO—BHAIEER
A .3—XR3—F, 5B ATITVRE. F—T—F. BLUREBEAHEN
EENTVWET 1 DDAZAYT FATLIZIE N DFELIFEEDT—=
D TIOTAETANEENTE T,
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