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STAR PeopleSoft Job Aid: Employee Payroll - ePay

This job aid provides an overview of specific functions within the ePay Self Service menu, including
viewing paychecks, setting up direct deposit, and reviewing and updating tax information.

REVIEW YOUR PAYCHECK

Description: This lesson provides instructions on how to access and view the View Paycheck page within
the ePay module of STAR PeopleSoft.

Navigation: Main Menu > Self Service > Payroll and Compensation > View Paycheck
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2. Click View Paycheck.

To download and view a PDF version of your paycheck, make sure the checkbox in the PDF column is
selected then click the View Paycheck link. As more checks are processed in the system, the list of check
dates to select from will grow, allowing you to see past checks.

View Paycheck
Letitia Fedderly

3' Review your available paychecks. Select the check date of the paycheck you would like to review.
Select Paycheck Personalize | Find | View Al | £ | First'*' 1 of 1'% Last
Check Date View Paycheck Company Pay Begin Date Pay End Date Net Pay Paycheck Number PDF File
07/0%2015 State of Wisconsin 0&6/14/2015 06/27/2015 $13081.20 10279 ™




STAR Self Service Job Aid: Employee Payroll: ePay

The requested paycheck is now displayed.

State of Wizconzn Pay Group: 505-] f Adminitration Buzimazs Thnit 50500
Pay Begin Date: 067142013 Chadk #: DOODOO000030Z08
Pay Exd Darie: 067272015 Ched Dats: D70 015
TAXDATA: Federal WI State
Jul Bazhbey Erploves ID 100075090 Bfarital Seatus: Single Single
DO NOTMAIL Dlepartment: 5054000000 Dier of Admm Services Allomomess 0 [:]
DO MOT BMAIL Location: 505 ADMDNISTRATION BLDG Addl Percant
Whooville WI 54045 Jeb Teda: IS5 ENT 5YEMS DEVMNT SVCE CH AD Addl Amount-
HOURS AND EARNTNGE TAXES
Camrest —08 ——— ¥ID L
Regnlar Hours Worked 300000000 80,00 2.400.00 B0.00 2,400.00 | Fed Withholing 416.11 +16.11
Fod MEDVEE 34.80 3480
Fed DASDLEE 143.80 14880
WI Weshboldng 132.99 13899
TOTAL- 80.00 2,404.00 50.00 1 400.00 | TOTAL: 735.70 TIETH
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID EENEFITS
TOTAL- (] 0.00 ) TOTAL: 0.00 0.00 ] *TAXAELF
TOTAL GROSS FED TAXARLF CROGE TOTAL TANFS TOTAL DEDUCTIONS NET PAY
Current 2.400.00 240000 73870 I 1,661.30
YT 2 400,00 240000 TIET0 ales] 1.651.30
| Description Balance MET PAY DISTEIBUTION
Sick 0.0 Exmment Trpe Accoumt Ngmber Amount
Vacation 0o Chack S00000000003039E Tnwme Chik 1,661.30
Parvozal Holiday 0.0
SatrrdmyLagal Holiday oo
Tarm Sabbatical 0.0
Corp Time 0.0
TOTAL- 1,661 30
AESSACE:




STAR Self Service Job Aid: Employee Payroll: ePay

ADD A DIRECT DEPOSIT ACCOUNT

This lesson provides instructions on how to setup a direct deposit account within the ePay module of
STAR PeopleSoft.

The Direct Deposit page allows you to execute the following direct deposit related transactions:

e Add a new direct deposit account

Step Action

Navigation: Main Menu >Self Service>Payroll and Compensation>Direct Deposit
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Step Action

Click Add Account.

Direct Deposit
Marsha Kay Morwick

Review, add or update your direct deposit information.

3. Direct Deposit Detail
Account Typs Rowting Mumbsr sccount Number  Deposit Typa 'f"m;]:rr[':aﬁ{ gr:g:ralt
Checking  ZTSETT489 6531210018 ﬁ‘:‘;"‘“e o het 294 Edit Delete

Pay Statement Print Opticn

| Add Account )

Note: For the purpose of this exercise add a savings direct deposit account.
To add a direct deposit account:

1. Enter your routing number in the Routing Number field.

Enter your account number in the Account Number field.

Click the Account Type dropdown and select Savings.

Click the Deposit Type dropdown and select Amount.

Enter the amount to be automatically deposited into your savings account in the Amount or
Percent field.

Enter 1 in the Deposit Order field, this determines the order your deposits will be made.

7. Click Submit.

vk wnN

o

4 Direct Deposit
) Add Direct Deposit
Marsha Kay Morwick

Wour Bank Information

Routing Number [27T5877458 ‘Wisw check exampls

Distnibution Instructions

Account Number (123456780

*Account Type [ Savings )
*Deposit Type [Amaount )
Amount or Percent@T_____ )

*D‘?F'°5it0"d“-'rD (Exampha: 1 = FITEL ACTOUNT Processed)
*~ Required Fizid

Retumn to Dirsct Deposit
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Click OK.

Direct Deposit
Submit Confirmation

4 .
v The Submit was successfu

Howrever, due to timing, your change may not be reflected on the next paycheck.

Notice that both direct deposit accounts are now displayed based on the deposit order you selected.
Your “Balance of Net Pay” should always be set to 999.

Direct Deposit
Marsha Kay Morwick

Review, add or update your direct deposit information

Direct Deposit Detail

Account Typs Reuting Humbsr sccount Number  Deposit Type 'ﬁ'”g;rg;{ EEE:?”

ZTEOTT458 123458729 Amount 325001 Edit Celeta
= - e - N Balance of Met _

275077480 8531210013 = 280 Edit Delete

Pay Statement Print Option

Add Account
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UPDATE/CHANGE AN EXISTING DIRECT DEPOSIT ACCOUNT

This lesson provides instructions on how to update/change direct deposit within the ePay module of
STAR PeopleSoft.

The Direct Deposit page allows you to execute the following direct deposit related transactions:

e Update/change an existing direct deposit account.

Step Action

Navigation: Main Menu >Self Service>Payroll and Compensation>Direct Deposit
Main Menu ..
Search Menu:
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| M 2rg Chart Viewer 2
[y seif senice]
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2. | Click Direct Deposit.
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account.

Click the Edit button in the Savings row.

For the purpose of this exercise, change the dollar amount that is deposited into the savings

Direct Deposit
Marsha Kay Morwick

3 Review, add or update your direct deposit information.
Direct Deposit Detail

Account Type Routing Mumbar Account Humbar  Deposit Type

Savings ITELTT4ED 123458729 Amount
Checking  ZT5GTT4%0 8531210013 E_“:‘;i"‘-' of het

Pay Statement Print Option

Add Account

Amount or Depoakt

Percant Ordar
325001 Dislete
299 Edit Delete

Change the amount to 100 in the Amount or Percent field and click Submit.

Direct Deposit
Change Direct Deposit
Marsha Kay Norwick

our Bank Information
Routing Number |275077480
Distribution Instructions
4,

Account Number (123456788

Wisw check sxampls

*Account Type | Savings

v

*Deposit Type [Amount

v

Amountor Peccent(i00___ )

*Deposit Order |1

* Required Fleld

Retumn to Direct Deposit

(Examphe: 1 = Firet Account Frocessed)
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Click OK.

Direct Deposit
Submit Confirmation
b The Submit was successfu

Hosrewer, dus to timing, your changs may not be reflected on the next paycheck

Notice that the amount in the Savings row now reads $100.00.

Direct Bepcsit
Marsha Kay Norwick

Review, add or update your direct depesit information
Direct Deposit Detail
6. -

A D o m . r 51F T Amgunt or Depoalt
Account Type Routing Humber account Numibe Daposlt Type Parcanl Onder

Savings 2THATT450 123456788 Amaount F100.001 Edit Delete

Balance of Met

Checking 2TEOTTARD 6531210018 Pay

999 Edit Celate
Pay Statement Print Option

Add Account
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DELETE AN EXISTING DIRECT DEPOSIT ACCOUNT

This lesson provides instructions on how to delete an existing direct deposit within the ePay module of
STAR PeopleSoft.

NOTE: You are required to maintain at least one net pay direct deposit account at all times.
The Direct Deposit page allows you to execute the following direct deposit related transactions:

e Delete an existing direct deposit account.

Navigation: Main Menu >Self Service>Payroll and Compensation>Direct Deposit
Main Menu .
Search Menu:
D Company Directory
s O3 ©rg Chart Viewer b
(C3 Self Service )
1. |M 5 sSetuUpHCM 3 Time Reporting v
| D Iy Personalizations 3 Personal Information ¥
D My System Profile [[“_-| Payroll and Cnmpensati] .
F [ My Dictionary 3 Benefits E View Paycheck
[ 5 Leave Transfer Reques Paycheck Modeler
[£] Review Transactions ( Direct Deposit)
W-4 Tax Information
e Summary —~ D
! v [wY 5 View W-2-2c Forms
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Action

Click the Delete button in the Savings row.

Direct Deposit
Marsha Kay Norwick

Review, add or update your direct deposit information.

3 Direct Deposit Detail
: Amount or Depost
account Typs Routing Number aAccount Number  Deposit Type T
Savings ITEGTTAS0 123456739 Amount $100.00 1 Edit
Checking 275077480 65312100128 g‘:‘:‘"e o 0ag Edit Delete
.

Pay Swatement Print Option

Add Account

Click Yes — Delete.

Direct Deposit

4 Delete Confirmation

?

#re you sure you want to delete this Deposit Account: 1234587397

Mo - Do Mot Delete

Click OK.
Direct Deposit
Submit Confirmation
5.
b The Submit was successful.
Howewer, due to timing. your changs may not be reflected on the next paycheck
The savings account has been removed.
Direct Deposit
Marsha Kay Norwick
Review, add or update your direct deposit information.
6. Diirect Deposit Detail
Account Type Routing Mumbar sccount Humber  Deposit Type "““;’;‘r'gaﬁ{ g‘r’g:r“'t
Checking ITEOTTARD 6531210018 g:l:m B 00g Edit Delete

Fay Siatement Print Opboe

Add Account

10
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REVIEW OR UPDATE FEDERAL TAX WITHOLDING (W4)

This lesson provides instructions on how to review and update your federal tax withholding elections
within the ePay module of STAR PeopleSoft.

Note: Only federal W-4 Tax Information can be updated through Self Service. Due to reporting
requirements, the appropriate state form must be submitted to your payroll office for processing when
making changes to your state withholding.

The W-4 Tax Information page allows you to view and update the following information relating to your
W-4 information:

e Total number of Allowances
e  Marital Status

e (Claim Exemption

e Exemption Conditions

Navigation: Main Menu > Self Service > Payroll and Compensation > W-4 Tax Information
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Click W-4 Tax Information.

Update the appropriate information. Click Submit.

W-4 Tax Data
Enter total number of Allowances you are claiming 3

Enter Additional Amount, if any, you want withheld from each paycheck

indicate Marital Status @) Single ) Married

[JChack hare and select Single status if married but withholding at single rate.
Mote: If married, but legally separated. or spouse is a nonresident alien,
select "Single” status.

[ Check here if your last name differs from that shown on your social security card.
¥ou must call 1-800-772-1213 for a new card.
Claim Exsemnpdion
| claim exempticn from withholding for the year | 2015| and | certify that | meet
EOTH of the following conditions for exemption
Exemption Conditions
Last year | had a right to a refund of ALL Federal ncome tax withheld because | had MO tax Eability.

This year | expect a refund of ALL Federal income tax withheld because | expect to have NO tax liability.

[JCheck this box if you meet both conditions to claim exempt status.

Under pensalties of perjury, | declare that | hawve examined this cerificate and o the best of my
knowiledge and belisf, it is true, correct, and complate.

| Subirnit l

Enter your password. It is the same password you use to log into PeopleSoft. Click Continue.

———————

Help

H\/erify Identity

! To protect your privacy, verify your identity by typing your password. If you are not this user, click Sign Out.
i

User ID:' EMP_100000234 I

lPassword: sasssssssnens l

=
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ADDITIONAL RESOURCES

If you have further questions about any of the topics presented in this Job Aid, use the following
supplemental resources available at _http://starconnection.wi.gov/Training/#Resources

User Productivity Kits (UPKs): STAR HCM UPK
ePay 9.2 > Managing Pay Information for PeopleSoft Payroll North America

12


http://starconnection.wi.gov/Training/#Resources
http://starconnection.wi.gov/Training/#Resources

