How Do | Make a Gift to Suffolk Through Payroll Deduction?

Payroll voluntary deductions are an easy way for University employees to make gifts directly and automatically from a paycheck. This job aid explains how
employees can setup one-time or ongoing employee contribution.

Whatever your job at Suffolk is, you help provide an unequaled, day-to-day experience for our students. Donations not only help with scholarship funding, they
also provide students with countless opportunities to enjoy activities and initiatives. By making a gift to Suffolk through a payroll deduction, you can have an even

greater impact on the University we all love.
Summa Gift Levels |

President’s Circle S 25,000 +
Deans’ Circle $ 10,000 +
Gleason Archer Circle $ 5,000 +
Member $ 1,000 +

We appreciate the many contributions you already make to help provide rich, life-changing experiences. Thank you for all that you do to help enhance our
students' Suffolk experience!
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How Do | Make a Gift to Suffolk Through Payroll Deduction?

1. Loginto Workday (suffolk.edu/workday) (user name and 3. Select Add button.
password are the same as your Suffolk email).

2. From your home page search for Voluntary Deductions.

Add
N e
= MENU & T RSy Q  voluntary dedu ®
i B o oo - as
’ oluntary Deductions
S e e B reor |
- &
Note: you can access Voluntary Deductions form Benefits and RR——

Pay Hub as well.

SUFFOLK

= M gLyERSITY 4. In Add Voluntary Deduction popup window select Your Suffolk
Donation.
@ Benefits and Pay - Add Voluntary Deduction
B Overview Worker
@ Beneﬂts ~ Deduction * Search E
Vour Suffalk Donation
Payments
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How Do | Make a Gift to Suffolk Through Payroll Deduction?

5. Next select Purpose of your donation. Add Voluntary Deduction
Note: Suffolk University supports more than 25 charitable causes Worker
Wlthin the 0rgan|zat|0n. Deduction #| » Your Suffolk Donation = =

Please select the fund that you would like to support.
6. Next, select the Frequency of your donation. Summa Gift Levels

President's Circle § 25,000 +
Deans’ Circle $ 10,000 +

Is this a one-time donation or do you wish the donation to be Gleason Archer Circle$ 5000+
Ongoing (multiple pay periods)? '

For more information, please call 617.573.4254 or email jmillen@suffolk.edu.

) . . |purp05e | # | 3 Athletic's Discretionary = ‘
7. Start Date will auto populate based on next applicable pay period. i
N One-time
Note: If you chose Ongoing as the Frequency, you would see an O ongoing
option to enter an End Date for the deduction or leave it open- oyt Fresseney St
ended, which will go on until you decide to end it. = i ‘ﬁ‘
End Date ‘ MM/DD/YYYY [ ‘

8. The Type field will default to Amount.

Next Payment Date 10/28/2022

9. Enter the dollar amount you wish to donate in the Value field. Type * O amount
10. Click the OK. x ‘ 0
11. Click the Done. ) .
[ Cancel |
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How Do | Make a Gift to Suffolk Through Payroll Deduction?

1. Loginto Workday (suffolk.edu/workday) (user name and 3. InVoluntary Deduction screen, select Edit

password are the same as your Suffolk email).

) N
2. From your Workday’s home page search for Voluntary Deductions. P N
| Add |
AN S

= MENU E}%‘L‘;{‘%h’ém Q  voluntary dedu ®
rem
“, 5 @ E' \:/‘(A)lu\lltaryDeducuons o ;J:;:"EN
2 e o FROL i Deduction Furpose Start Date Date  Frequency Input Type Value Date
Your Suffolk Donation I};av.jE:'\:climmzl 08/29/2022 Ongoing Amount 30 osmemann ¢ Edit )
un \ /

Note: you can access Voluntary Deductions form Benefits and

Pay Hub as well. 4, Enter End Date and click OK.

Purpose Law School Annual Fund
— SUFFOLK
= MENU UNIVERSITY
e Frequency
«
@ Beneﬁts ﬂl'ld Pﬂy Pay Cycle Frequency  Bi-weekly
Start Date 08/2%/2022
o= o ——
oo  Overview -
End Date 18/28/2822 5
®)  Benefits v )
Next Payment Date 10/28/2022
ﬂ Pay ~ Type
Payments
Tax Value 50
Voluntary Deductions
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How Do | Make a Gift to Suffolk Through Payroll Deduction?

1. Loginto Workday (suffolk.edu/workday) (user name and
password are the same as your Suffolk email).

2. From your Workday’s home page search for Voluntary Deductions.

Note: you can access Voluntary Deductions form Benefits and
Pay Hub as well.

3. First, you will need to stop existing deduction, please follow steps
from page 4.

4. Next, you will need to add new election, please follow steps from
page 2.
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