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OTHER LINKS IN THIS GUIDE

This Guide contains hyperlinks to help you
navigate within the Guide, out to the Oracle
Employee Self Service website, and to other
external sites.

Active links appear in ORANGE.

On any page, click > RETURN TO
CONTENTS in the footer to return to this page.

In sections 2, 3, 4 and 5, click on the Oracle
navigation path to go directly to that task in the
Employee Self Service site.

Example:

GOTO: Employee Self Service Home >
Main Menu > Employee Self Service >
My Benefits

If you have pop-up blockers enabled, you may
need to turn them off to gain access to some
sections of Employee Self Service.
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LOG INTO THE ORACLE
BUSINESS SYSTEM

How to Access, Log In and Navigate

You can access Self Service from anywhere you have Internet SUNY
access. You will need your username and password. If you are a
first-time user, you will need to set up an account.

Connecting to Oracle Business
Applications

Go to Employee Self Service

Click Access Employee Self Service Username

3. Enter your Research Foundation ID Number as your
username. If you are an RF employee this was sent to
you via email when you were first hired. (If you are

not contact your campus information security AL TR TR

administrator for this number.)

Remember my username

Need Help with MFA Setup? Instructions

4.  Enter your password.
Tip! If you have forgotten your password, click “Forgot
Your Password” on the login screen. Your information
will be emailed to you.

5. Enter your OneLogin Protect Code. To set this up, If you need help with Self Service, contact Customer

please see the MFA Quick Start Guide. Services at: customerservices@rfsuny.org or (518)
6. Go to the Business Applications portlet and click Self 434-7222

Forgot Password

Service link.
Site Availability

The Self Service website undergoes daily planned system
maintenance, from 6:00 to 6:30 p.m. and 2:00 to 4:00 a.m. EST. If
you attempt to log in during these times, you will encounter a
message that reads, “Employee Self Service Unavailable.”

Log Out to Protect Your Personal Information!

When you’ve completed your session, click Logout in the list of

links in the upper right corner of the screen. This will help
prevent

unauthorized access to your information.
1.1 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS ‘I ;l lNY


https://www.rfsuny.org/information-for/employee-center-/self-service/
https://www.rfsuny.org/media/rfsuny/documents/MFA-Quick-Start-Guide.pdf

HOW TO USE SELF SERVICE How to Access, Log In and Navigate Employee Self Service

THE MAIN MENU RFSUNY: RFPROD Production

Buttons
You will find the fo]lowing buttons Enterprise Search Contract Documents v
throughout the site. Other buttons
may appear depending on the
section you are in.

Home

Apply - Enters and saves Navigator
information you have provided.

Back - Lets you return to a previous Personalize
page to change or review entered

. . 4 Bm Employee Self Service - Central Office
information.

Daily Health Screening
Cancel - Cancels changes you have _

entered and prevents them from
being submitted or applied.

Accrual Balances

My ACA 1095C Statement

My Benefits
Next - Moves you to the next step —

in a process.

My Contact Information

My Job Information

Printable Page - Presents the —
current page in a printer-friendly —
format. To print the page, use your
browser’s print function.

My Pay Methods

My Payslip

My Staff Information

My Tax Forms

Update - Takes you to a page where
you can edit information.

Iy Time

My Total Rewards Statement

My Vaccine Detalls
= we
» Em Certifications and Disclosures

» BB ORG Internet Expenses

1.2 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS SUNY @



BENEFITS Enrollment Guidelines

What Benefits Can I Enroll in Via Self Service?
You may use Self Service to enroll in the Graduate Student Employee Health Plan,
which includes medical, dental and vision benefits.

When Can I Enroll in or Make Changes to My Health Insurance
Benefits Via Self Service?
You can enroll in or make changes to your health insurance benefits:

* During your initial 45 days of eligible employment
® Up to 31 days after your marriage or child’s birth/adoption

® Annually during open enrollment (typically November 1 through November 30
of each year). At any other time, you must use a hard copy enrollment form.

Can I Enroll in the RF Ride Transit Benefit Via Self Service?
To enroll in RF Ride, visit www.payflex.com.

Can I Enroll in New York State Disability Insurance Via Self Service?
New York State Disability is automatically provided to you at no cost. There is no
need to enroll.

2.1 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS
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www.wageworks4me.com

BENEFITS How to View Your Benefits

GO TO: Employee Self Service Home > Main Menu >

1 1f . f :Z-:l._.lN\f@Employoe Self Service
Emp Oyee Se Seerce > MY Bene 1ts n Navigator v @ Favorites v Diagnosiics Home Logout Preferences Help
1. Accept the Legal Disclaimer verifying that you are Sencfits Enrollment | Current Benefits
[ 3 : . . Current Benefits .-
providing accurate information and click Next. o s T —
. I -Enm"rngnt
2. On the Dependents page, you can review your A
P p g > ¥ y . Please show me the benefits a50f | "1]-Feb-2014 to 11-Feb-2014 3 |
dependent information. If you need to update this You are not currently enrolled in any benefit,
information see HOW tO El’erll i?’l or Make Changes tO As of today, you are currently not covered under any benefits. You must first select your benefits, and once coverage begins, they will appear here.
Benefits on the next page. Click Next.
3. Select the program you wish to review and click Next. L S ——
Aboutthis Page  RF Business Applications User Help Copyright (c) 2008, Oracle. All rights reserved

4. Click the Current Benefits tab and use the drop-down
menu to select the effective date of the benefits you
would like to review.

5. Click Go.

2.2 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS SUNY



BENEFITS How to Enroll in or Make Changes to Benefits

GOTO: Employee Self Service Home > Main
Menu > Employee Self Service > My Benefits

1. Accept the Legal Disclaimer verifying that you are
providing accurate information and click Next.

:z-:n___leEmployoa Self Service

Diagnosfics Home Logout Preferences Help

Dependents and Beneficiaries

Name Pat Smith

2. On the Dependents page, you can add or update your @ ______ m

Relationship Social Security Number Birth Date Update

dependent information.

To add dependents:

Tip! Before getting started, be sure you have your

dependent’s full legal name, date of birth and Social

Security number

(if one has been assigned).

a. Click Add Another Person.

b. Enter information in all the required (*) fields
following the guidelines below. Social Security
numbers are required unless your dependent has not
yet been issued one.

If you are enrolling during open enrollment,

the relationship start date is November 1.

If you are a new employee, the relationship start
date is your date of hire.

If you have a new child, the relationship start date is
your child’s date of birth/adoption.

If you are adding a spouse, the relationship start
date is your date of marriage.

If you have dependent changes for any other reason,
contact your campus Benefits Office.

c. Click Apply at the bottom of the screen to save your
changes.

d. Repeat the steps to add more dependents.

Continues next page >>

No rﬁults found.

I Be very careful to enter your
correct relationship start date.
An error in this early step will
create issues throughout your
enrollment process that may
force you to re-start or
disqualify your enrollment.

Copyright (c) 2008, Oracle. All rights reserved.

Diagnostics Home Logout Preferences Help
Aboutthis Page  RF Business Applications User Help

When you add dependents any time after
initial or open enrollment ends, your new
dependents will need to be certified. When
off-cycle changes are necessary to your
dependents list due to birth, adoption, or
marriage, you must submit legal
documentation for the changes. Acceptable
proof includes marriage and birth certificates
or adoption documentation.

Your campus Benefits Office must receive
certification of your dependent changes
before coverage will be effective.

2.3 | GRADUATE STUDENT EMPLOYEE SELF SERFICE GUIDE > RETURN TO CONTENTS ‘



BENEFITS How to Enroll in or Make Changes to Benefits continued

To update information for a current dependent:

:T-J._JNY@Employoe Self Service

a. Click the pencil icon in the row in which the A stor =
person’s name appears.

B Favorites ™

Dependents and Beneficlaries

Diagnostics Home Logout Preferences Help

b. Update the information as needed. feme Pat Smith

i
c. Click Apply at the bottom of the screen to save Add Another Pe

Name Relationship Social Security Number Birth Date
your changes. Grace Smith Child 001-01-0010 27-1ul-2007
d. Repeat these steps to update more dependents.
3. When you are finished adding/updating your

Update

dependents, click Next. Diagnosiics Home Logout Preferences Help

Aboutthis Page  RF Business Applications User Help

4. Select the Benefits program.

5. Click Next.

Continues next page >>

2.4 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS

Copyright (c) 2008, Oradle. Al ights reserved.
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BENEFITS How to Enroll in or Make Changes to Benefits continued

6. On the Benefits Enrollment page is a summary of your current
benefit elections. All newly eligible employees will default to
“Waived”. To make your elections, click Update Benefits on the
bottom right. For more information about your options, visit
www.rfsuny.org/benefits.

7. Use the checkboxes and fields to enter your elections. Some benefits
are provided to you automatically at no charge. You will not be able
to change those elections.

Tip! Select the pre-tax option to ensure your benefits are exempt from

If you don’t see the coverage options you’re looking for,
make sure you have added all your dependents and their
birth dates. If you go back to add dependents, your Benefits

Enrollment changes will not be saved. If you are not eligible
for a certain option and you think you should be, contact
your campus Benefits Office.

8. When you're ready to elect coverages for specific dependents, click Next.

Continues next page >>

2.5 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS

SUNY(F)Employee Self Service

Diagnosfics Home Logout Preferences Help

Benefits Enroliment | Current Benefits

¢ O]
Update Enroliments Confirmation Statement
Update Enr
Mame Pat Smith
Event Name Grad Salary Gain

Cover Dependents Update Beneficiaries

Update

Program Benefits
Enrollment Period 15-JAN-2014 - 01-
MAR-2014

Recalculate | | Back | [ Next |

Healthcare

Plan Option
Grad Health Pretax

Select Emp Pretax Emp After Tax RF Cost

Grad Only

=

10.55 94.97
Grad Health After Tax

Grad Only

10.55 94.97

Waive Medical

Short Term Disability

Plan Select RF Cost
NYS 2.02

Add Dependents and Beneficiaries

If a benefit or coverage option (e.g. dependent life insurance, EE + Spouse, EE+ Child, EE+ Family coverage options) does not
appear, please click here to add dependents and restart the enroliment process.

Add
Dependents

| Recalculate | [ Back | [ Mext |

Benefits Enroliment CumentBenefits Diagnosfics Home Logout Preferences Help

Copyright () 2008, Oracke. All ights reserved.

AbouthisPage  RF Business Applications User Help
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www.rfsuny.org/benefits

BENEFITS How to Enroll in or Make Changes to Benefits continued

9. Use the checkboxes to designate which dependents receive
which coverages.

10. Once you have made your elections, click Next.

11. On the Confirmation Statement, you can review your
elections to confirm they are accurate.

a.

To print your Confirmation Statement, click
Confirmation Statement, and then use your browser’s print
function.

You will not have a chance to review your confirmation
statement again, so be sure to print it now for future reference.

To make changes to your elections, click Back.

To complete the enrollment process, click Finish.

On the Confirmation Statement page, you may
see warnings indicating that proper

certification is required before coverage can
begin for your dependents. Please contact your
campus Benefits Office for more details.

2.6 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS

.z:-::___wNvEmployae Self Service

Diagnosfics Home Logout Preferences Help

Benefits Enrollment | Current Benefits

@ @ 0 @
Update Enroliments Cover Dependents Update Beneficiaries Confirmation Statement

D Confirmation

Your changes have been saved. To make additional changes, return to the Overview page and repeat the process. Flease print this page for your
records.

Confirmation S

Name Pat Smith
Event Name Grad Salary Gain

Program Benefits
Enraliment Period 15-JAN-2014 - 01-

153AN-20

“TIP Click Confirmation Statement to get a PDF document of your enroliments. Click Finish to complete the enrollment process, then click the Logout
link when you are ready to leave the application.

Confirmation
Statement

Benefit Selections
Plan Option Coverage Start Date Coverage Emp Pretax Emp After Tax RF Cost
Healthcare - Grad Health Pretax Grad Only 15-Jan-2014 10.55 0.00 94.97
Shart Term Disability - NYS 12-Feb-2014 0.00 0.00 2.02
Total 10.55 0.00 96.99

| Back | | confirmation Sta‘bement“r.“.anlsh |

Benefits Enrollment Current Benefits Diagnosfics Home Logout Preferences Help

Aboutthis Page  RF Business Applications User Help Copyright (c) 2008, Oracle. All rights resened.
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CONTACT INFORMATION
How to Update Your Email Address, Phone Number and/or Main Address

GO TO: Employee Self Service Home > Main Menu
> Employee Self Service > My Contact Information

To Update Your Email Address:

1.
2.

3.1 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS

Click Update in the Basic Details section.

Select “Enter new information because of a real
change to the current details (e.g. because of a
change in marital status)” and click Next.

Update your email address and click Next.

You will be taken to the My Contact Information:
W-2 Distribution Option page. If you want to
change how you receive your W-2 as a result of your
email change, refer to How to Change the Way You
Receive Your W-2 on page 4.2. Otherwise, click Next.

On My Contact Information: Review page, confirm
your changes are accurate. To make changes, click
Back.

To continue, click Submit.

On the Confirmation page, click Return to
Overview to return to the My Contact Information

page.

:EJ.,INV@Emponae Self Service

M Navigator ¥ B Favorites v Diagnostics Home Logout Preferences Help

My Contact Information

Employee Number 103185

Business Group The Research Foundation for
SUNY

Employee Name Smith, Pat
Organization Email Address

Basic Details
Use the "update’ button to change your e-mail address or your form W-2 print option
Update { {-- o
Full Name Smith, Pat
Date of Birth 01-Jan-1970
Social Security 001-01-0001
Employee Number 103185
Organization Email Address
Phone Numbers
To add a phone number click "add", to change click "update".
Update

Home 555-123-1234

Main Address - US Address

This address is used for the mailing of your important documents. This address represents your legal address on record. You may have additional
addresses on file that are not displayed. Also note: Changes to this address could change tax calculations for New York City income tax withhaldings.

Update
Address Line 1 1234 Mainstreet
Address Line 2
Address Line 3
-_-JA_INV@Emponan Self Service
M Navigator ¥ B Favorites ¥ Diagnostics Home Logout Preferences Help
Basic Details: Choose Option

Employee Name Smith, Pat
Organization Email Address

Employee Number 103185

Business Group The Research Foundation for
SUNY

Select the type of change you want to make.
O Correct or complete the current details.

"""""" P> ® Enter new information because of a real change to the current details (e.g. because of a change in marital status)

(s an employes you can only enter new information)

Copyright (c) 2008, Oracle. All ights reserved.

Diagnostics Home Logout Preferences Help

Aboutthis Page  RF Business Applications User Help
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CONTACT INFORMATION
How to Update Your Email Address, Phone Number and/or Main Address

GO TO: Employee Self Service Home > Main Menu > ) Employse Self Servics
Employee Self Service > My Contact Information Al Navigator v @2 Favorites Diagrosics Home Logout Preferencas Help
My Contact
To Update Your Phone Number(s):
) Employee Name Smith, Pat Employee Mumber 103185 .
1. Click Update in the Phone Numbers section. roenization Emel acres Pueness GRSy e Foundation fer
Basic Details

2. Update your phone numbers as needed and click
Use the "update” button to change your e-mail address or your farm W-2 print aption
Next.

Full Name Smith, Pat
Date of Bith 01-Jan-1970

3. On the My Contact Information: Review page, Sootl Securty 002.01.0001
confirm your changes are accurate. To make Oraanizston b pereay e
changes, click Back. To continue, click Submit. ohone Numbers
4' After the Conﬁrmatlon age Cllck Return t() To add a phone number click "add", to change click "update".
: pag® S - L (1)
Overview to return to the My Contact Information Home ~555-123-1234
page. Main Address - US Address
:?J._INV@Employoe Self Service nal
M Navigator ¥ B Favorites ¥ Diagnostics Home Logout Preferences Help :ﬂlﬁl
Phone mbers: Enter and
Employee Name Smith, Pat Employee Number 103185
Organization Email Address Business Group The Research Foundation for
SUNY
e ---- > Type Number Delete
["Home + ) [555-123-1234 | @
i

Diagnosfics Home Logout Preferences Help

Aboutthis Page  RF Business Applications User Help Copynight (c) 2006, Oracle. All rights reserved
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CONTACT INFORMATION
How to Update Your Email Address, Phone Number and/or Main Address

GO TO: Employee Self Service Home > Main Menu > SavéD)Employes Self Servich
Employee Self Service > My Contact Information A Navigator v 2 Favarites Diagnosica Home Logout Profersnces Halp
My Contact Information
To Update Your Main Address:
. Employes Name Smith, Pat Employee Number 103185 .
1. Click Update in the Main Address section. roeniaton Emel Aacres eSS GRSy e Foundation fer
« Basic Details
2. To make any changes to your address, select “Enter a
new address ifyou haVe mOVed.” NOte that you Use the "update" button to change your e-mail address ar your farm W-2 print aption Sodete
« . » . Full N Smith, Pat
cannot select “Correct or amend this address.” Click Deta B B 1 870
NeXt Social Security 001-01-0001

Employee Number 103185
Organization Email Address

3. On the My Contact Information: Review page, ohone Nu
confirm your changes are accurate. To make changes,
. To add a phone number click "add", to change click "update”.
click Back.
. . . Home 555-123-1234
To continue, click Submit.

. . Main Address - US Address
4. After the Confirmation page, click Return to
This address is used for the mailing of your important documents. This address represents your legal address on recard. You may have additional

Overview tO I‘eturl‘l tO the My ContaCt Information addresses on file that are not displayed. Also note: Changes to this address could change tax calculations for New York City income tax withhaldings.

page. et amemeees e o

Address Line 1 1234 Mainstreet
Address Line 2
Address Line 3

City Albany

:31._.!W@Emplnyu Self Service

n Navigator v B Favorites ¥ Diagnostics Home Logout Preferences Help

Main Address: Choose Option

Ccancel ] [negt| | |22k

Employee Name Smith, Pat Employee Number 103185
Organization Email Address Business Group The Research Foundation for
SUNY

Select the type of change you want to make: Correct if details of the address are incorrect, or enter a new address.
() Correct or amend this address.

9- ----------- P> (3 Enter a new address if you have moved.
-@ -"“—t
Diagnostics Home Logout Preferences Help

Aboutthis Page  RF Business Applications User Help ‘Copyright (c) 2006, Oracle. All rights resarvad.
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PAYROLL

How to Choose or Update the Way You Receive Your Pay

GO TO: Employee Self Service Home > Main Menu >
Employee Self Service > My Pay Methods

1. Choose your payment method(s):
Direct Deposit(s)
a. To add a new bank account for direct deposit, click Add
Deposit Payment and enter bank account information. (12 00
b. To update information for a current direct deposit account,
click the pencil icon in the row in which the account appears.

New or changed bank accounts will be verified before initiating
payroll deposits and you may receive a check until that happens.

Tip! Make sure you have the bank account number, routing number
and bank name and address for any new account(s). You can find
this information on a check for that account.

Check Payment(s)

c. To add a check payment, click Add Check Payment and enter
the amount for that check.

d. To update the amount on an existing check, click the pencil
icon in the row in which the check appears.

e. Click Apply.
Check changes will take place immediately with the next payroll.

Tip! To delete a direct deposit or check, click the trash can icon on
the row you wish to remove.

Continue adding or updating your pay methods as needed.
2. Set your pay priorities by numbering each Payment Type in the left
column on the Manage Payroll Payments screen. The Payment

Type with “Remaining Pay” under Amount will always have the
lowest priority.

4.1 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE >

SUNY @Em ployee Self Service

Diagnosfcs Home Logout Preferences

Manage Payroll Payments: Define Payments

Employee Name Smith, Pat Employee Number 103186
Organization Email Address patsmith@albany.org Business Group The Research Foundation for
SUNY

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

*Priority Payment Type IAT Account Type Account Number  Amount Type *Amount Currency Update Delete
1 Check O [ Percentage = | [80.0 | uUs Doller P i}
2 Direct Deposit [0 Checking Account 2222222 Remaining Pay Us Dollar j ﬁ]

Diagnostics Home Logout Preferences
Aboutthis Page  RF Business Applications User Help Copyright {c) 2008, Oracle. Al rights reserved.

.z-'L_\NVEmponu Self Service

Diagnosfics Home Logout Preferences

Add Check Payment

[ cancel | [ Add Anather | | Apply |

Employee Name Smith, Pat Employee Number 103186
Organization Email Address patsmith@albany.arg Business Group The Research Foundation for
SUNY

* Indicates required field
Payment Method Check

Currency US Dollar
Amount TYype | percentage * |

* Amount 0.0

Diagnostics Home Logout Preferences
Aboutthis Page  RF Business Applicafions User Help Copyright {c) 2006, Omcls. All ights reserved.
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PAYROLL

How to Change the Way You Receive Your W-2

GOTO: Employee Self Service Home > Main Menu >
Employee Self Service > My Contact Information

Tip! See How to Review Your W-2 Online on page 4.4.

1. In the Basic Details section, click Update on the far right.

2. Select “Enter new information because of a real change to
the current details (e.g. because of a change in marital
status).” The first option, “Correct or complete the
current details” is only available to Payroll administrators.

3. Click Next.

4. In the Other section, confirm your email address is
accurate or update your email address.

5. Click Next.

Continues next page >>

:?J._INV@Employoa Self Service
m Navigator ¥ B Favorites ¥ Diagnostics Home Logout Preferences Help

My Contact Information

Employee Name Smith, Pat Employee Number 103185
Organization Email Address Business Group The Research Foundation for
SUNY

Basic Details

Use the "update” button to change your e-mail address or your form W-2 print option
------ (1)
Full Name Smith, Pat
Date of Birth 01-Jan-1970
Social Security 001-01-0001
Employee Number 103185
Organization Email Address

Phone Numbers

To add a phone number click "add", to change click "update".

SUNY(RF)Employee Self Service
M Navigator ¥ Bz Favorites v Diagnostiics Home Logout Preferences Help

Basic Details: Choose Option

Employes Name Smith, Pat Employee Number 103185
Organization Email Address Business Group The Research Foundation for
SUNY

Select the type of change you want to make.
O Correct or complete the current details.

----------- P> @ Enter new information because of a real change to the current details (e.g. because of a change in marital status)
(s an employee you can only enter new information)

------ (3)
Diagnosfics Home Logout Preferences Hi

Aboutthis Page  RF Business Applications User Help Copynight (c) 2006, Omacle. All rights reserved
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PAYROLL

How to Change the Way You Receive Your W-2 continued

6. To choose an electronic or paper W-2, look in the Self
Service Preference for Person box under Document Type.
If W-2 is listed there:
a. Use the pull-down menus to change your Online and
Paper preferences.
b. Click Apply.

If you see “No results are found”:
c. Click Add.

d. On the Self Service Preference for Person page, click the
magnifying glass icon next to the Document Type field.

e. On the Select and Search pop-up, select “W-2” and click
Select.

f. Use the pull-down menus to change your Online and
Paper preferences.

g. Click Apply.
7. Click Next.

8. On the My Contact Information page, verify that all the
information is accurate, and then click Submit.

If you do not click Submit, your changes will not be applied.

9. On the Confirmation page, click Return to Overview to go back

to your Contact Information summary.

4.3 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS

.?.._\W@Emplnyua Self Service
N Navigator ¥ By Favorites ¥ Diagnostics Home Logout Preferences Help

My Contact Information: W-2 Distribution Option

To receive your Year End Form W-2 in electronic format anly via self service, please do the following:

If "Document Type" W-2 is already listed click "Update" to change your preferences,

If the table below shows "Na results are found" click "Add" and enter your preference for paper as "No".
If no changes are necessary please click "Next"

Employee Name Smith, Pat
Organization Email Address patsmith@albany.org

Employee Number 103186
Business Group The Research Foundation for
SUNY

Click "Next" to continue this action, "Back" to return to the previous page, or "Cancel" to cancel all actions,

Self Service Preference for Person
Select Object: Update | | | Add Ja---- 0
Select Status Document Type Online Paper
® W-2 Yes
O W-2 Yes No

.?:;,JNY@Employu Self Service

Diagnostics Home Logout Preferences Help

Self Service Preference for Person

Employee Number 103186
Business Group The Research Foundation for
SUNY

Enter any changes below. Click Apply to continue this action, click Cancel to cancel this action aj urm to the previous page.
Document Type |W-2 | Q<

Employee Name Smith, Pat
Organization Email Address patsmith@albany.org

Online | Yes #

Paper | Yes &

Diagnostics
RF Business Applicaiions User Help

Home Logout Preferences Help

About this Page Copyright (c) 2006, Oracle. All ights reserved.

Results
Select Quick Select Document Type
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PAYROLL

How to Review Your W-2 Online

GOTO: Employee Self Service Home > Main Menu >
Employee Self Service > My W-2

Your current year’s W-2 will be displayed. W-2’s are available
for seven years.

To choose a prior year’s W-2, adjust the date using the drop-
down box. Click Go.

Form W-2 Wage and Tax

Diagnostics Home Logout Preferences Help

Select Organization/Year

Employea Nam

Organization Email Address

e Smith, Pat

patsmith@albany.org

| The Research Foundation for SUNY-2014-W2 PDF + |

Employee Number 1

03186

Business Group The Research Foundation for
SUNY

Form W-2 Wage and Tax Statement 2014

OMB Mo 15450008

Department of the Treasury - Interraal Revenue Service

Rlbany MY 12201-0009

Control number Employer identification numbes COPY B To Be Filed With Employee’s FEDERAL Tax Return
4TREG4410 14- 1368361
Exnloyee’s S84 T Wages, (e, alhur compemsation ] 2 Federal fmcome (ax wiBkell
001-01-0002 2800.90 36178

T SOl seeurly i

S Social SeCurily wages
280990

4 Socanl seeurity lax withheld
17421

 Alloeated s 5 Madicart weges e Gps & Medicare  wilihehd
: . 280990 4034
;‘“‘“)‘”“" frst nacue aad init Lot Nome Suffix 0 10 Dependent care benelits T1 Noogquahified plans
1 13 Statutory Employee [ 14 Dthar
)
Retirernent Plan O
12
Thisd party sick pe
Employee's address and ZIP code T3 ink-party sickpay [
15 State Employer's State 1D aumber 16 State wages, tips etc. 17 State incorme tax 18 Local wages, tips eic. 1% Local icome tax 20 Locality name
NY 14-1368361 2608.60 120.32

Departmert of the Treasury - Interral Revenue Serviee

Eanployer ideatfication suniaee
1

COPY C For Employee's Records (See Notice to Employee on back of

14-136836 Copy BY
Exmplayers namne, aldress anl 2ip code [ T Wages, tins, alher compamation | 2 Federal tncomns tax wIBEel
e Founda 001-01-0002 280990 36178
Sox o —— ~ - - -
F et a 1220100 T Soalseeurly 3 Socta ey g T SowmTeaty ]
T Allosaed s 5 Medcars wages s s & Medicare o wilbill
_ _ 280990 4014
Henployeds st name and ft - Last Name Suffiz T 10 Dependent care benefis 1T Nonguzlified plas
1234 Mainstreet
Albany HY 1 i 13 Stututory Employee. | [ ] 14 0B
12 Retirement Flan [m}
12
Thisd &
Employee's address and ZIP code ] ink-party sick pay - []

15 State

| Employers State 10 number

| 16 State wages, tips ete

1 17 State ineome tax

| 18 Local wages, tips ete.

| 19 Local inscome tax

Diagnostics Home Logout Preferences Help
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| 20 Loeality name

Copyright (c} 2008, Oracke. All ights reserved.
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PAYROLL

How to Review Your Payslip Online

GOTO: Employee Self Service Home > Main Menu >
Employee Self Service > My Payslip

Your most recent payslip will be displayed. Payslips are available
for 18 months.

To choose a prior period’s payslip:

1. Use the pull-down menu in the Choose a Payslip field.

2. Click Go.

Tip! You may print your payslip(s) using your
browser’s print function (if available).

":J._INV@Employaa Self Service

Payslip

Diagnostics Home Logout Preferences Help

Employee Name
Organization Email Address

Smith, Pat

patsmith@albany.org

Choose a Payslip | 24-JAN-2014 - 103186 - Check 1 |

Employee Pat Smith
Employee Address 1234 Mainstreet
Albany
NY
12207
Pay Basis Salaried Annual

Pay Period and Salary

Payment Date
24-Jan-2014

Summary
Current or YTD
Current

YTD

Hours and Earnings

Description
Reg Salary 1

Pre-Tax Deductions

Description
HCSA

Dental PT

BC Trad PPO PT

After-Tax Deductions

Description
Opt Life Ins
Voluntary STD

Tax Withholding Information

Grms|
153B.46
3076.92

Current Hours

Current|
86.15
1.63
35.73

Current]|
7.04
6.80

Employee Number 103186
Business Group The Research Foundation for

Location 010 Albany

Pay Begin Date
11-Jan-2014

Pre-Tax| Tanei|
133.51 348.72
267.02 697.45

Y1D
192.30
3.26
71.46

YTD
14.08
13.60

4.5 | GRADUATE STUDENT EMPLOYEE SELF SERVICE GUIDE > RETURN TO CONTENTS

Current Amount
1538.46

Taxes

Description
Federal Tax
Saocial Security
Medicare

MY State Tax

SUNY

Deductions\

YTD Hours

Current|
180.89
B87.10
20.37
60.36

SUNY F)

Net Pay
1042.39
2084.77

YTD Amount
3076.92

YTD
361.78
174.21

40.74
120.72



PAYROLL
How to Review and Update Your Federal and/or State Tax Withholding

GOTO: Employee Self Service Home > Main

:EJ._INvEmponoa Self Service
Menu > Employee Self Service > My Tax Form Disgnosdcs Home Logout Preferences Help
Update Tax Form: Federal W-4 Form
To update your federal W-4 information:
. . . . .- Employee Name Smith, Pat Employee Number 103186
1. Review your current information under Federal Information (Filing Organization Email Address ~patsmith@albany.org Busiess Goup. The Research Foundation for
Status, Allowances, Additional Amount Withheld, Federal Income Tne RS Federal -4 Fony(PDE) comes with ioshets and tax nformatin that may be helpful i competing tisfom. Clck sl to view the full
Tax Exemption (FIT Exempt)). Fiing Staus () single
(@ Married
. . . (") Married, but Withhold at Higher Single Rate
2. To make changes to your federal W-4 information, click Update. aovonces @@
. . Additional Al t Withheld |0.00 @D
3. On the Update Tax Form page, update your information as needed. R
Last Name Different
4. Click I Agree to the perjury statement and click Continue.
If your last name differs from that shown on your social security card, check here. You must call 1-800-772-1213 for a new card.
[] Last Name Different
5. On the My Tax Form page, you will see a completed W-4 form. To

submit your form, click Submit. P from ifiheldina

. . X . 1 claim exemption from withholding for 2014, and 1 certify that I meet BOTH of the following conditions for exemption:
You will receive an email confirmation after you complete your changes.

You may print the form or the email confirmation for your records, but

Last year I had a right to a refund of ALL Federal income tax withheld because I had NO tax liability AND
This year I expect a refund of ALL Federal income tax withheld because I expect to have NO tax liability.

If you meet both conditions, check 'EXEMPT":

you do not need to submit anything to your campus payroll office. Oexemt
6. On the Confirmation page, click Return to Overview to return to the ==

TaX Form page' 0 ...... ﬁ\ d%x;i\;&a of perjury, I declare that I have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete.
To update your state tax withholding information: oo
1. Click the document link under State Information. bate _t6uan2014

. . . . . . . Aboutthis Page  RF Business Appl S E(Jer::r:nenr:\?e 0 Smeiayer Eanieaten numkar (51 pmht(u)zuua,omda.unuhmmm_

2. Fill out the form online, print it, sign it and take it to your campus

payroll office. S Form W-4. Cat No. 102200 Form Wedl (2014)

Effective Date of Changes
All changes will be effective with the payroll that follows receipt of your
changes. If you change your withholdings in a way that does not allow

jout Preferences Help
the RF to meet its tax obligations, your changes will be overridden.

Tip! If you are a non-citizen of the United States, you should consult your
campus payroll office or tax advisor before changing your withholdings.
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ACKNOWLEDGMENTS AND CERTIFICATIONS
How to Acknowledge and Certify Required Documents

From time to time you will receive emails from the RF asking you to certify

SUNY F JE-Business Suite
that you have reviewed important documents, such as the RF’s Code of

B* Favorites ¥ Diagnosfics Logout Preferences Help
Conduct. Instructions should be provided in those emails. You may also Enterprise Search [ Al ol | e Ty e
acknowledge and certify documents by following the steps below. oracie Applcations Home Page SRS———
. — Y WYL . Main Menu list
GOTO: Employee Self Service Home > S e e word
Main Menu > Employee Self Service > Certifications
o . ’ =20 i From Type Subject Sent Due
Acknowledgments and Certifications (1) = wage Theft Prevention Act B There ae no rotications in this vier. 1
nual Notice “—'f—gﬂ"f;;:;‘;f""a““" 7 TIP Vioriiss Atas - Spaciy which asers an view and act upon your
My Pay Methods notifications.
1. Alist will appear below the folder. =l code of Conduct my Paysip
. o s . 1=l my Tax Form
Click the notification that applies to Employee Handbook w2
. . . =] E‘Ack.nuwled ments and
you; the email notification you Cottications
. e s . - =) wage Thett Prevention Act
received will indicate which P o
Code of Conduct
document you need to review and Employes Handbook
acknowledge.

Continues next page >>

Diagnostics Logout Preferences Help
About this Page RF Business Applicafions User Help Copynight (c) 2008, Omcle. Al rights mserved
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ACKNOWLEDGMENTS AND CERTIFICATIONS
How to Acknowledge and Certify Required Documents

2. A new screen will open with a description of the
document you need to read. Read it and then follow the SR i e e
inStrUCtionS' Code of Conduct: Extra Information

:-’_—J._Ichlnwwladgmants and Certifications

e---> The Code of Conduct ("Code") outlines the Research Foundation's Board of Directors expectation with regard to
employee conduct and values. Contact your campus HR office with any questions.

3. Click the link to open the document.

4. After you have read it, return to the previous page and

INSTRUCTIONS:
click the button next to Select Object. Follow the steps below to certify you have read the Code of Conduct.
1. Open and read the Research Foundation Code of Conduct by clicking the 'Code of Conduct' link below. After
5. On the pop-up screen, click Yes to acknowledge that you reading the code of conduct return to this page by closing the code of conduct.

-+<» Code of Conduct

have read the document. 2. Once you have read the code of conduct, choose the current year below by selecting the radio button in the first

. . . . [ . i i T 4 i
Tlp! Before submzttzng your certzfzcatzons, double check to :ﬁéug;&:r;;lﬁcélﬁ( on the 'Certify You Read the Code of Conduct’ button in the table below to read and acknowledge
mabke sure that you have certified the current year’s form. Code of Conduct Certification
The notices are often provided annually, so if the wrong Ay
year is indicated, you will be asked to certify the current Belectipiatua _[Year [Ackmoudedged? Lol
® 2014 Annual
) . . (Certification or Adinowledgment is from Annual Process
years notice again. O 2014 Annual

(Certification or Adinowledgment is from Annual Process

6. Click Next, then you must click Submit to finalize your SNV @P)Acknowledgments and Cartifications
acknowledgment for the notices that require it. 1 Navigator Diagrostos Home Logout Proforencos Help
Otherwise, the Employee Self Service system will not Code of Gonduct Certfication
. . .. Aboutth —
record your action and you will be prompted to revisit
. Yy y . p p Select 'Yes' in the Acknqwlgdged cul_umn on this page to indicate you have read the Code of Conduct. Click 'Next'.
the site to take approprlate action. Annual Acknowledgment and Certification of Compliance with the Code of Conduct
. . . s . This is to acknowledge that I have received and reviewed The Research Foundation for the State University of New
Tip! In the future, when you receive email notifications York's Cade of Conduct. I agree to comply with the standards contained in the Code and all related policies and
b k l d . d l k h l k . ]’l . h procedures as is required as part of my continued employment or association with the organization. I acknowledge
avout acknowleaging documents, click the link witnin the that the Code is only a statement of principles for individual and business conduct and does not constitute an

employment contract.

email to go straight to Employee Self Service, and follow the
. . I will report any potential violation of which I become aware promptly to my supervisor, Vice President, Operations
steps OlbOVE after lOgng’lg 1. Manager, or in the alternative to the Research Foundation President, Chief Compliance {r)rFﬁcer, Vice President of
Internal Audit, or Office of General Counsel. I understand that any violation of the code of conduct or any corporate
ethics or compliance policy or procedure is grounds for disciplinary action, up to and including discharge from
employment.

Acknowledged? | Yes :H----o

Diagnosiics Home Logout Preferences Help
Aboutthis Page  RF Business Applicafions User Help Copyright (c) 2008, Oradle. All ights reservad.
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