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NYS Payroll Online Self Service

(modified for SUNY Cortiand)

August 2016 E l I

NYS Payroll Online

This service was created by the NYS Office of the State Comptroller (OSC) as the agency that
creates, maintains and issues all payroll related functions to you as a NYS Employee.

This self service is separate and distinct from the SUNY Self Service options that are also
available to you as a SUNY Cortland employee and also accessible through myRedDragon.

The following slides are specific OSC’s NYS Payroll Online services, current and future. Please
use this guide to assist you with “Leaf’-ing your pay stub in Albany and the other payroll service
options available!
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NYS Payroll Online Phases

Current Phase:

* View Paycheck

» View Direct Deposit Account(s)
» Update Pay Statement Option
* Update Tax Withholding

* View W-2

» Update Email Address(es)

Future Phases:
* Update Address

* Update Direct Deposit
Account(s)

* Update Name

* Update Voluntary Deductions
(SEFA, Deferred Comp, etc.)

Log In To NYS Payroll Online

Go to: myRedDragon

Go to the Faculty/Staff tab

Select HR Services/TAS in the Important Links channel

Click on the “NYS Payroll Online” icon

NOTE: The SUNY HR Self Service icon allows

you to access/update personal information used

and maintained by SUNY Cortland as a Cortland
employee (e.g. addresses, phone humbers, demographics,
degrees, emergency contacts, etc.) Please check this icon
out as well!

Self Service

Y e &
Time and View SUNY HR
Attendance Paycheck Self Service

e

NYS
Payroll Online

Hover over icons to see functionality.
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LOG IN TO NYS PAYROLL ONLINE

2) Complete the verification processes the first time you log in. Required fields:
» First/Last Name
e One Primary Email Address
» Last 4 digits of SSN
* New York State Employee ID - your nine-digit NYS Employee ID is found on your pay statement.

P Sorvices  News  Government  Local

Submit  Canoel and LogQut

NYS Payroll Online Verification

Once you have completed the one time verification process, you will receive this confirmation.
Please click “Finish” to continue to the NYS Payroll Online Home Page.

Services  News  Government  Local

m&i‘ q 4\1_\' NY gov Online Services
i e I, )

NYS Payroll Online User Verfication has been completed successiully.
Sebect Finash to access NYS Payroll Online
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NYS Payroll Online Home Page

Online Services

NYS Payroll Online e | oo | Witie

NYS Payroll Online X Welcome
View Paycheck
View your past and present paychack information.

View Direct Deposit Account(s)
Wiew your direct deposit account details

g Pay Si {
Update your pay staternent print option

Update Tax Withholding
View and update your tax withhalding information

New York State Comptroller Thomas P. DiNapali

F NYSPwmﬂ%lkulsammﬂsmwmwuiumwmapmlhm This seif-sarvice tool

ghves you greater contrel in i g direct depesit accounts. You can alsa help

p ussmmywbegrenmrw:mkq:uoptmdmemngmmrmunﬂ}unushm
pagariess.

I'm ploased to the initial phase of cur o OSC wha will have the first
opportunity o use this self-sarvice tool and provide feedback. Over time, we'l offer It 1o other State employees and
expand features to meet more of your needs.

View W-2
Wigw and print your W-2 form for current year and prior years

Update Email Addresses Fayroll News
Wiew and update your emall addresses.

How Can We Improve This Site?
Take a quick survey and share your thoughts. Stay tuned for more information!

NYS Payroll Online Help

Browser Compatibility Information

NYS Payroll Online Availability
Woskdays from 600 a m 10600 pm

NYS Payroll Oniine Helpdesk
5184084271
NYSPayrolOninetoipiios: state ny us

NYS Agency Payroll Officer Directory

Opting Out Of Paper Pay Statement

If you are currently enrolled in direct deposit, you can opt out of receiving a paper pay statement.
» To opt out, please follow the instructions starting on the next slide.

» To enroll in direct deposit, please forward to slides 15- 17
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Updating Pay Statement Option

Select Update Pay Statement Option from the left menu.

If you work for more than one State agency, then select the Job Title on the Select Job Title page to
open the Pay Statement Print Option page.

If you want to go paperless for all of your agencies you will need to complete the process below for
EACH Job Title listed.

Online Services

NYS Payroll Online

MNYS Payroll Online

View Pavoheok

Vherws your past and prasent paycheck information
T i S R " Mew York State Comptroller Thomas . DiNapali

View Direst Deposit Aggountis)

Hawr yoUr Girect DOEOIN BLCTnt Datash,

MYS Payrol Onling |5 o new service that allows you 1o view and update payrol information. This selff-sarvice ool
B s control i

Undate Pay Statement Ootion n your - direct deposit accounts. You can also help
LS 8800 MOnEy B b Greaner by choosing 10 opt oul of receiving your paper Bdvice and join us in going
Update your pay statament pant option. - [padeariy

Update Tax Withholding
“Wiew Bnd Update your tax withholkding information

I'm pleased ta introduce the infilal phase of our iImplementation te CSC
Lifiity 1 L this ssif-servies 1oel and provise feedback

, wha wdll have the first
-
sxpand fasiures 1o mest more of your needs.

ampicyees

Back. Croir ter, wa'll cfar it b cther Stab ana
View W-3
Vi B P Your WeD Torm Tor Eurrent yeas B prcT years.

Vpdate Emall Acddresses Payroll News
Wiew and update your emall addresses

How Can

Vie Improve This Site? = _—
Toke a quick suUrvey and share your thoughts. Stay b for mare infermation!

5 Payroll Online Help

Browser Compatibiiity Information

NYS Payroll Snline Avallability
Wioahclarys from 6800 & m_ 1o 600 p m
NYS Payroll Gnline Hilpdesk
4004371

Y Syl Onlinet balpose state ms

NYS Agency Payroll Officer Directary

Updating Pay Statement (continued)

If you are enrolled in direct deposit, you will see the Pay Statement Print Option page. Select the radio

button to indicate “I do not want a printed copy of my Direct Deposit statement sent to me.”
Click Save

"Or;'liﬁé“svér‘\)ices
NYS Payroll Online

Pay Statement Print Option

i 20 our coalerance 1r MCeNANG 2 SRR ooy Of your GOt o

® | wons be 8 presad copy of my Dwect [post sutemant sent 10 me

it il et o iy Dt i et ol o 4—

10
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Pay Statement (continued)

An email will be sent to all email addresses stored in NYS Payroll Online when you make a change to
your information along with the confirmation pop up shown below.

NYS Payroll Online e —

Save Conflrmation

e Click OK to return to the Pay Statement Print Option page.

NOTE: Due to timing, your change may not be reflected in your next paycheck. This is because the
change may have been made too late for the payroll system to stop the printing of your most recent
direct deposit pay statement. If this is the case, the change will take effect in an upcoming paycheck.

11

Other NYS Payroll Online Services

The remainder of this presentation reviews the other self service options available through NYS
Payroll Online. These include:

» View Paycheck

» View Direct Deposit Account(s)

» Update Tax Withholding

* View W-2

e Update Email Address(es)

12
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Pay Statements

View, Print and Save Your Pay Statement NYS Payroll Online provides access to view, print and save your pay statements. You
will need Adobe Reader to view your pay statements in NYS Payroll Online.

e Select View Paycheck from the left menu.

Online Services

NYS Payroll Online o'l sover [ Sermtom
NYS Payroll Online Welcome
View Paychack "
Vi st and present heck informati l
SR e R e ~ New York State Comptroller Thomas P. DiNapoli

View Direct Deposit Account{s]

Wiew your dinkct Soposit Becount detnis ¥ NYS Payroll Onling is & new service that aliows you 1o view and update payroll information. This seif-senvice tool
| gives you greater control in managing your withholdings and managing direct deposit sccounts. You can alse help
Y us save monay and be greener by choosing to opt out of receiving your paper advice and join us in going

L paperiess.

' pleased to iIntroduce the insial phase of our Implementation to OSC employess, wha will have the first
©pportunity 1o Use this seif-service tool and provide fesdback. Over time. we'll offer It 1o other State empioyees and
axpand features 1o meet more of your needs.

Ypdate Pay Statement Option

Update your pay statement print option,
Update Tax Withhelding

View and update your tax withholdng information.

Miew W-2

Wiew and prnt your W-2 form for cument year and prior years.

Update Emall Addresses
Vimrw BRd Update your emall Bodresses.

Browner Compatibility Information

NYS Payroll Online Availability
Waekdays trom 600 am 1o 600 pm

NYS Payroll Online Helpdesk

5184084771

NYSPayrollOnlnethipghosc stabe ry us

NYS Agency Payroll Officer Directory 13

Pay Statements (continued)

The View Paycheck page displays the following items for each check listed:

» Check Date

* View Paycheck

e Company

» Pay Begin Date

» Pay End Date

* Net Pay

e Paycheck Number

14
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View Paycheck

Click View Paycheck to view all information for a specific paycheck.
 NOTE: If you are using Internet Explorer, a new browser window will open and ask you if you want to
Open or Save your pay statement. Click Open and it will open as an Adobe PDF document in a separate
window. Close the Adobe PDF window when finished viewing your pay statement. Your pay statement will
remain open until you close this window, even if you log out or are timed out of NYS Payroll Online.
Online Services T ;..

NYS Payroll Online Home | Sinout Torma oruse

View Paycheck

e pour avadkablee paychesks boon

Chach st ViewPuycheck  Compamy Puy Degin Date  Pay Cnd Duse ety Pavenecn Mumoer
MBS Veew Parieh (ﬁnn-_n—_ W0Z20NE VR0 S959.40 97617027
110420 Ve Paystiack  STATE OF NEW YORK 100072015 102172015 $009 20/07300044

View Paycheck  STATE OF NEW YORK 100772015

5 STATE OF NEW YORK

¥ YORK

¥ YORK

¥ YORK

15

View Direct Deposit Account(s)

e Select View Direct Deposit Account(s) from the left hand side menu.

Online Services

NYS Payroll Online Vo | Snox | Temaotine

NYS Payroll Online

View Paycheck

View your past and present paycheck information
Vigw Qirect Deposit Accountis)

View your direct deposit account detais

Update Pay Statemaent Option

3
Update your pay staternent print opticn
Update Tax Withholding

New York State Comptroller Thomas P. DiNapoli

B NYS Payroll Onling is @ new senvice that allows you o view and update payrall information. This self-service tool
 gives you greater control in managing your withholdings and managing direct deposit accounts. You can also help
S us save manay and be greener by choosing 1o opt out of receiving your paper advice and join us in going

Miew and update your tax withholding information I'm pleased to Introduce the inftial phase of cur to OSC emplayees. wha first
10 e this seif-service tool and provide feedback. Cver time. we'll offer I 1o oiner Stale employees and
View W-2 expand festures 1o mest more of your needs.
View and print your W-2 form for cusment year and prior years,
Update Email Addresses Payroll News

View and update your email sddresses.

How Can We improve This Site?
Take a quick survey and share your thoughts. Stary turved for marne information|

NYS Payroll Online Help

Browser Compatibility Information

NYS Payroll ©nline Availability
Wookdays from 600 am 10600pm

NYS Payroll Online Helpdesk
S18-408.42T1

NYSPayrolOninesHeipfRose state fy us

16

NYS Agency Payroll Officer Directory
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Direct Deposit (continued)

If you work in more than one State agency, you will be asked to select which agency you would
like to view the direct deposit information for, then select the Job Title on the Select Job Title

page to open the Direct Deposit page.

Online Services

NYS Payroll Online

Select Job Title

17

Direct Deposit (continued)

If you are not currently enrolled in direct deposit and have no banking information on file, you will receive the
message below instead of seeing the Direct Deposit page.

Included on this page is a link to download the direct deposit form. If you want to participate in direct deposit,
complete this form and bring it to your payroll office to set up direct deposit for your paychecks.

Oniine Services
NYS Payroll Online

Pav Statement Print Option

18




8/17/2016

Direct Deposit (continued)

If you are enrolled in direct deposit, you can see detailed information about all of your current
direct deposit accounts on the Direct Deposit page.

NYS Payroll Online

Direct Deposit

pe——
1outing Mmper Account Numeer Depost Type Porcorns UepONE Orger

e Chwsk Purcent 5.00% 100

021000322 restame Batance v

A of recening @ paper statement, you wil have 10 erol your entine Che
5. The DIEct Deoos SArimant 10 and ISTUCIons Can b fou

19

Direct Deposit (continued)

Deposit Order indicates the priority that your net pay will be deposited into multiple accounts. Deposit Order allows only values in increments
of 100 with an end value of 999.

oExample:

oDeposit Order 100 = First Account Processed

oDeposit Order 999 = Last Account Processed
Click on the ? icon to view additional information about the Direct Deposit page.
Click Return to NYS Payroll Online to return to the NYS Payroll Online Homepage.
Click Return to Select Job Title to select a different Job Title on the Select Job Title page.
Click Update Pay Statement Print Option to update your preference to go paperless and opt out of receiving a printed copy of your direct
deposit pay statement. Further information about going paperless and opting out of receiving a printed copy of your direct deposit pay
statement, can be found in the NYS Payroll Online Update Pay Statement Option job aid.

Online Services
NYS Payroll Online vome | monam | Temsstuse

Direct Deposit

“ =t ’lh e

Srune Naer

n 20

10
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Updating Tax Withholdings

One of the most exciting features of NYS Payroll Online is that you now have the ability to
review and maintain your own tax withholding information. New employees must still complete
the paper W-4 (federal) and 1T-2104 (NYS) tax withholding forms when they first become
employed by New York State but all future changes can be done in NYS Payroll Online.

Current NYS employees can begin using NYS Payroll Online immediately to complete their
New York State tax withholding changes.

NOTE: The system will only allow you to make changes to your tax withholding information
once per day. Be sure to double check any changes before saving them in the system. If you
enter inaccurate information you will not be able to correct it using NYS Payroll Online until the
next business day. However, your payroll office does not have to wait and can update it for
you in the payroll system the same day.

21

Updating Tax Withholding (continued)

» Select Update Tax Withholding from the left menu.

Online Services
NYS Payroll Online tome | Sonox | Temserse

NYS Payroll Online

View Paycheck
Wiew your past and present paycheck Information

B New York State Comptroller Thomas P. DiNapoli

B NY'S Payroll Onling is & new service that alicws you to view and update payroll information. This self-ssrvice toal
B Sives you greater control in managing your withholdings and managing direct deposit accounts. You can also help
Y us save monay and be greenar by choosing to opt out of receiving your paper sdvice and join us in going
L poporiess
I'm pleased to introduce the Initial phase of our implemaentation to OSC employess, who will have the first
o use this self-senvice ool and provide feedback. Over time, we'll offer it 1o other Siate employees and
expand features 10 meet more of Your needs.

View Direct it 8
View your direct deposit accourt detatls

Update Pay Statement Option

Update your pay staternent print opticn
Mpdate Tax Withholging

View and update your lax withholding information.
View W2

View and print your W-2 foem for cument year and prior years.

Update Email Addresses
View and update your emad addresses

How Can We improve This Site?
Take & quick survey and share your thoughts.

Stmy tuned for more informaticnt

NYS Payroll Online Help

Browser Compatibility Information

NYS Payroll Online Availability
Wikl froem 6 00 & m 16 600 p m

NYS Payroil Online Helpdesk
10-408 €271

NYSPayrolOninetlolpdoss state my s

NYS Agency Payroll Officer Directory 22

11
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Updating Tax Withholding (continued)

From this page you can modify your federal, State, and local tax withholding information.

Chlﬁeée.rvices
| NYS Payroll Online

erms oTuse

Tax Withholdings 2016
eber: N

Updating Tax Withholding (continued)

Update Your Federal Withholding Change any applicable information.

Enter a new number of total Allowances
Enter an Additional Amount to be withheld.
Change your Marital Status

Check this box if married but withholding at a single rate. You must also indicate Single as your Marital

Status

Check this box if your last name does not match the last name on your Social Security card. You must

call 1-800-772-1213 for a new card.

Enter total number of allowances you are claiming:

Enter additional amount, if any, you want withheld from eaclypaycheck: 0.00
Indicate Marital Status: Single  * Married

Check here and select Single status if married but withholding at single rate. é
Note: 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. 6
You must call 1-800-772-1213 for a new card,

24
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Updating Tax Withholding (continued)

Claim an Exemption from Federal Withholding

To claim exemption, you must meet the following conditions:

e Last year you had a right to a refund of ALL federal income tax withheld because you had NO tax
liability, and

» This year you expect a refund of ALL federal income tax withheld because you expect to have NO tax
liability.

» Check this check box to affirm that you meet both conditions and want to claim exempt status.

I claim exemption from withholding for the year | 2016 and | certify that | meet
BOTH of the following conditions for exemption:

Lastyear | had a rightto a refund of ALL federal income tax withheld
because | had NO tax liability.

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

Check this box if you meet both conditions to claim exempt status. e ¥

Updating Tax Withholding (continued)

Update Your New York State Tax Withholding

« Change any applicable information

» Change your Marital Status

» Enter total number of State Allowances you want to claim.
» Enter an Additional State Amount to be withheld.

NOTE: You cannot claim exemption from NYS tax withholding using NYS Payroll Online. To claim this
exemption you must file Form IT-2104-E.

New York State Tax Withholding

Indicate Marital Status.  ‘® Single or Head of Household / Married
Married, but withhold at higher single rate

Enter total number of state allowances you are claiming: 0

Additional state amount, if any, you want withheld from each paycheck: | 0.00

26
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Updating Tax Withholding (continued)

Update Your Local Tax Withholding

Change any applicable information:

» Indicate if you are a resident of New York City

* Indicate if you are a resident of Yonkers

» Enter total number of Local Allowances you want to claim.
» Enter an Additional Local Amount to be withheld.

Local Tax Withholding
Are you a resident of New York City? Yes O N
Are you a resident of Yonkers? Yes ®N
Enter total number of local allowances you are claiming: 0
Additional local amount, if any, you want withheld from each paycheck: 0.00

27

Updating Tax Withholding (continued)

Save All Changes
e Click Save at the bottom of the page to save all changes to your tax information.
NOTE: Penalty notification for false statements can be found above the Save button.

Penalty — A penalty of $500 may be imposed for any false statement you make that decreases the
amount of money you have withheld from your wages. You may also be subject to criminal
penalties.

Save e

Return to NYS Payroll Online

e Click OK to return to the Tax Withholdings page.
NOTE: Due to timing, your changes may not be reflected in your next paycheck

Tax Withholdings
Save Confirmation

“ Your change was successfully saved

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

el 28
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Updating Tax Withholding (continued)

NOTE: After returning to the Tax Withholdings page you will notice that the Save button has been grayed out.
This is because you can only make changes to your tax withholding information once per day.

Penalty -- A penalty of $500 may be imposed for any false statement you make that decreases the
amount of money you have withheld from your wages. You may also be subjectto criminal
penalties

Save é

Return to NYS Payroll Online

e If you return to the Tax Withholdings page AFTER tax withholdings are modified and saved, you will
immediately receive a message informing you that it can only be updated once per day.

Tax data can only be updated once a day. (27001,11)

Tax withholding can only be updated once a day through self service. Please contact your Payroll Administrator if you
need further updates to your withholding today

Updating Tax Withholding (continued)

Other Information on the Tax Withholdings Page
* Link to the federal W-4 form and instructions.
e Link to the NY State IT-2104 form and instructions.

Once changes are completed, Click Return to NYS Payroll Online to return to the NYS Payroll Online Home
page.

Penalty — A penalty of $500 may be imposed for any false statement you make that decreases the
amount of money you have withheld from your wages. You may also be subject to criminal
penalties.

Save

Return to NYS Payroll Cnline é

30
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View, Print and Save W2

NYS Payroll Online makes it easy to view and print your W-2 form for the current year and

prior years. You will need Adobe Reader to view your W-2 in NYS Payroll Online.
» Select View W-2 from the left menu.

Online Services
NYS Payroll Online i | S

ayroll Online L Welcome

View Payoheck

Vigw your past and present paycheck Information

New York State Comptroller Thomas P. DiNapoli

View Direct Dwposit Account(s) )

Vil your dire! deposit account details. NYS Payrell Dﬂlln‘ is GW service \h! allows you 1o \-“I\-‘ and update p-lwll information. This self-service tool
ghves y direct deposit accounts. You can also heip

U5 save manay p n.gm-nu by cmuung to opt out olru:anqyuur papar advice and join us in going

papariess

I'm plsased to infroduce the inftial phase of our Implementation to OSC employees. who will have the first

opportunity 1o use this seff-sarvice tool and provide feedback. Cver tima, wa'll offer It to cther State emplcyses and
features to medt mare of your needs.

Ugdate Pay Statoment Option

Update your pay statement pnt option
Update Tax Withholding

Wiew and update your 1ax withholding infarmation

View W-3
Vit B pARL your W-2 Torm for Curment year and price yems

Update Email Addresses
View and update your ermail addresses

How Can We Improve This Site?
Take 0 quick Survey and share your thoughts

Stay tuned for more information!

NYS Payroll Online Help

Browser Compatibdlity Information

NYS Payroll Ondine Availability
Woskiays Som 800 a.m. to 600 pm

NYS Payroll Oniline Helpdesk
S18-400.4211
NYSPayrollOnineHolpiDose stal vy us

31

NYS Anency Payroll Officer Directony

The View W-2page displays the following items for each W-2 listed:
= Tax Year

W-2 Reporting Company

Tax Form ID

Issue Date

Year End Form

Filing Instructions

« Click Year End Form to view the W-2 for the selected year. Your W-2 will open as a PDF document in a new browser window.

NOTES:

* Please note that the View W-2 page currently shows only W-2 forms. Any amended W-2c forms (corrected W-2s) issued after the W-2 will not be
included in this list.

« If you are using Internet Explorer, a new browser window will open and ask you if you want to Open or Save your pay statement. Click Open and it will
open as an Adobe PDF document in a separate window.

On I‘ir’iewsrrer\;ices
NYS Payroll Online

View W-2

« Close the Adobe PDF window when finished viewing your W-2. Your W-2 will remain open until you close this window, even if you log out or are timed
out of NYS Payroll Online. 39

16
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Print Your W-2 in Internet Explorer

e Click File > Print and follow the prompts,

* Move the mouse to the bottom of the window , select the Printer icon from the pop-up tool bar,
and follow the prompts.

Print Your W-2 in Google Chrome
¢ Click Menu > Print and follow the prompts
e Select the Printer icon from the tool bar at the top of the window and follow the prompts.

Save Your W-2 in Internet Explorer

There are two available options:

e Click File > Print and follow the prompts

* Move the mouse to the bottom of the window, select the Diskette
e icon from the pop-up tool bar, and follow the prompts.

Save Your W-2 in Google Chrome

e There are two available options.

¢ Right click, select Save as...and follow the prompts

e Select the Download icon from the tool bar at the top of the window and follow the prompts.

17
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Updating Email Address

Each time you make a change to your information in NYS Payroll Online, an email will be sent notifying you
of the change. This message will be sent to all of your email addresses stored in NYS Payroll Online. It is
important that you maintain up-to-date contact information.

e Select Update Email Addresses from the left menu.

Online Services
NYS Payroll Online Home | Sgewa | Temeoiuse

NYS Payroll Online =2 Waelcome

View Pavgheck

Vi your past nd present paycheck information
New York State Comptroller Thomas P. DiNapoh

View Direct Deposit Accountis)

Videss pOUF GIFSET COPOSE SECOUnt Setals NYS Payroll Oniine is & new service that allows you 1o view and update payrol infonmation. This self-senvice tool

|| gives you greater control in manag! witnF 3 G mManaging direc! Mepoall BEoUMs. You can alse help

ing your cicing
Modeie Pay Bislemant Soliag O Do SO T Coon S save monay and De gresener by cRoosing 10 0pt out of receiving your paper sdvice and join us in gaing

Yodate Tax Withholding

View S13 LGNS YOur 1 withhakeing inkormation T plemsed 1o ntrecuce the NIl BRass of SUF IMElementation to OSC smpleyes, wia wil Rave tw first
opportunity 1o Use this seif-senvice tool and provide feedback. Over tme. we'll offer 1L 10 other State empioyees and

Vimw -3 expand features 1o meet Mo of Your Heeds.

Vi B I YOUF W-2 ST 0F ELTENE year Bnd prior yean.

Lodete Emell Addresses Payroll News

Vit BN LPGALS yOUS GMal aooresses

How Can We improve This Site?

Taks & Quich Survey And share your theughts. Sty tuned for mons infermaticn

Online Help

Brcwnar Compatibitity infarmation

NYS Payrodl Gnline Availability
Wity from 6.00 am 1o 600 pm

NYS Payroll Online Helpdesk
10408471
P — 35

NYS Agency Payroll Officer Directory

Email Address (continued)

From here you can change your preferred email address, update existing email addresses, add a new one

or delete an existing email address.

Preferred Email Address

¢ Although you will be notified via email to BOTH email addresses each time a change is made, NYS Payroll Online
requires that you have at least one email address in the system and designate a preferred email address.

« To change your preferred address:

¢  Click the check box under the Preferred column next to your preferred email

e address.

¢ Click Save to complete your change.

Online

NYS Payroll Online vome | swnow |

Email Addresses

[— etete
o
. o

Baten 8 NYS Baren Qooe 36

18



8/17/2016

Email Address (continued)

Update Existing Email Address

¢ Click in the Email Address field for the email address you want to update and enter your changes.
e Click Save

Online Services

NYS Payroll Online Homa | “Smout

Emall Addresses

¢ Click OK to return to the Email Addresses page.

P

New Email Address
Add a New Email Address
¢ Click Add Email Address to insert a new email address row.

OnhneSerwces
NYS Payroll Online et e

Emall Addresses

38
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New Email Address (continued)

Select Work or Other from the Email Type drop down menu in the new row.

(What you see will vary based on what type of email address you already have in the system.)

Enter your new email address in the Email Address field in the new row.
¢ Click Save

Online Services

NYS Payroll Online

Home | Sonout Temms of Use.

Email Addresses

s Type [|_ iCmat Adarens ] Crete
Ao SPayAeiore state iy 4 . a

i~

* Requres Pieis

39

Deleting an Email Address

Delete an Email Address
*  Click the trash can icon next to the email address you want to delete.
NOTE: You will not be allowed to delete your preferred email address unless you change your preference for that address.
dr\l‘l'ﬁeuSe'r\)‘rces
NYS Payroll Online

Email Addresses

Select Yes — Delete to confirm deletion of this email address.
Cﬁﬁi.ihé"'sér\)ices
NYS Payroll Online

Home signout |

T Ak

Delete Confirmation
g

Yer-Dwiew | No- Do et
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Deleting an Email Address (continued)

Click Save to complete your deletion. If you do not save this transaction the email address will continue
to be stored in NYS Payroll Online

Online Services

NYS Payroll Online

Email Addresses

Add Eman Adsress.

* Raned P!

Click OK to return to the Email Addresses page
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Personal Information
View Your Personal Information

Click on your name at the top of the screen under the Email Addresses header. A pop-up will be
displayed showing your employee ID, your name, department, grade and pay status.
Oﬁliﬁe Ser\}ices T ——

s .o 'T
NYS Payroll Online

Email Addresses
KATERINA BRENNAN

Employee 04
Name
Depar 2
Grage: o

Pay St
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Sign Out

» For security purposes, you should always Sign out of NYS Payroll Online when you are finished viewing
or updating your payroll information and close any other open browser windows.

nline Services

NYS Payroll Online domm | Monost | Tamsorties
Welcome )

View Paycheck
Wiew your past and present paycheck information

. New York State Comptroller Thomas P. DiNapoli

View Direct Deposit Accountis)

Wiew your direct deposi account details. NYS Payroll Online is a new service that alows you 1o view and update payroll Information. This
self-service ool gives you greater cantrol in managing your withholdings and managing direct
deposit accounts. You can Al Nelp us save money and be gresner Dy chocsing 1o opt out of
feCenIng your paper acuice and Join Us In QoIng paperiess

Update Pay Statement Qption

Update your pay statement print oplion

Update Tax Withholding

View and update yaur tax withholeing information
View W.

Wiew and print your -2 form for current year and prior
three years

I'm pleased 1o Inroduce the INMal phase of our IMPleMEntation o OSC employees, whe will
have the first opportunity to use this self-service tool and pravide feedback. Over lime, we'll offer
it 1o other State employess and expand features to meet more of your needs

Payroll News

Update Email Addresses
Wigw and update Your emall agaresses.

1 1or more ntor "
How Can We Improve This Site? St o morsc o eon
Take a quick survey and ehare y

NYS Payroll O e Help

Browser Compatibility Information

NYS Payroll Online Availability
"Woekdays from 5:00 & m. 1 6.00 p.m,

NYS Agency Payroll Officer Directory

43

Questions (?)

Please contact Payroll at payroll@cortland.edu
or 607-753-2405 with any questions.

Thank you!
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