CASE WESTERN RESERVE

UNIVERSITY o186
think beyond the possible’

Payroll and Compensation

Payroll and Compensation
Procedure

Employees can use the HCM Payroll and Compensation functions to view and print
personal payroll information.

¥ Employee Self Service

Non Time Approvals CWRU Exception Timesheet Careers

Wellness Rave Alerts Payroll

P

Last Pay Date 07/31/2019

CWRU Directory Personal Details Benefit Details

- <

Step | Action

1. From the HCM main menu, click the Payroll Tile.
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2. Paychecks are displayed.

< Employee Self Service Payroll

EY Paychecks Paychecks
Y| ©
E Direct Deposit '
Check Date Company Pay Begin Date / Pay End Date
[wz] W-2/W-2
o ‘ v Case Western R Uni 12/01/2022
ase Western Reserve Univ
1213072022 12/31/2022
= W-4 Tax Information
11/30/2022 Case Western R Uni /012022
ase Western Reserve Univ
f Compensation History 11/30/2022
10/01/2022
5 Charity Choice 10/31/2022 Case Western Reserve Univ 10131/2022
F~] Vacation Donation Case Western R Uni 09/01/2022
B 09/30/2022 ase Western Reserve Univ
09/30/2022
Step | Action
3. From the View Paycheck page you can review the details of your

paycheck including your Net Pay, Pay Begin/End Dates and the date
your check was issued (Check Date) by clicking on the check.

To return to the main window click the X to close the window.

View Paycheck X

4. Use the Filter Icon to view checks older than currently displayed.
|

Paychecks
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< Employee Self Service Payroll
ER Paychecks Paychecks
Y| ©
E% Direct Deposit )
Check Date Company Pay Begin Date / Pay End Date
£ W22 v 12/01/2022
12/30/2022 Case Western Reserve Univ 1213112022
= W-4 Tax Information
11/01/2022
. 11/30/2022 Case Western Reserve Univ
7| Compensation History 1173012022
10/01/2022
3 Charity Choi 10/31/2022 Case Western Reserve Univ
[ Lharity Lhoice 10/31/2022
— . ) 09/01/2022
[ Vacation Donation 09/30/2022 Case Western Reserve Univ
09/30/2022

Step | Action

1. Click the W-4 Tax Information menu option
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W-4 Withholding Certificate

Eoolal Baourky Humber

Came Westamn Resanes Uinily

Commpikase Form 'W-4 S0 Tt your emmployer can withihald e comect federal Income 2 fom jour pay

Yiour Wi IS Sunjact 10 review Dy e RS waars poy

Etap 1: Personal Information

Dioas; jour name match THe Rame on jour $oclal securky cand® I not, 50 ansure jou gat credli for your samings, oomact

SSA a1 S00-TT2-1213 of 00 50 WWW.SSE Bol

Agdness

Flling Sthus

Einghs or Marrisd fAlng saparately

U marriea Filing Jodndly (or Qualfying widowier]

1) mmad of Houssnoad' !
yourse ard & quallying ndlvidusl

Tk onily B you mne uremaTia and pay mons Than el Te 008t of kesning up & Rome tor

Compieds 2daps 2 fhrough 4 DMLY I ihey apply fo you. To See I you ane axamp? from winnoldling) of pou REwe Conoems:

aincart your privacy, See InsTuctions for Form 'W-4 on The RS weibshe

Step 2: Multipls Jobs of 3pouss Vhorks

Compilesz Tis s3ap I o £1) hold mons than one Jolb &t & Time, of §2) ans mamied filing Jolntly and your SpoUSE S50 Works.

The comec amour of wishiolding depamds on Inoomes ssmed froem all These o
Bview msTucions

Mufiipls Jobs or Bpouss Works

Compieds E2ps 3 through 40b) on Farm W-4 for only one of fhess |obs. Leaws Tiose S20s blank Sor Tie oer joios. (Yowr
wisnincidling will ba oSt soourate B you commplats Stans 3 Shrougin 44050 on T Fonm W4 for Tie mighest paying oo

3tep 3: Claim Dependsnts
Dview rerumios
o your Imocene Wil e S00U000 o b (5400 000 or laxs: 1 msrad Sling ol
Muiply S rarniser of opusiiylng chiliiner oriier age 47 oy 2000

Mulioly T muemioar of ofhar genendants oy S500

ey R ol
Tota
3tep 4: Other Ad|ustments

Dview sTucions

i) Drnar Income
o) Deguctions

) [ExTa Wisnnolding
Clalm Exsmption Trom Vitthhodding

I olsilen axaapiion from Wwiihbodding for the pear | 2000 snd | Gerily had | meed
EQTH of ihe following condilons for sxemnpdion from wihbolding:

L ey | owed N0 feteral Inoome S
& Thibs: pear | axpect 50 owe o fadaral Income fax

Crml. fihils o I pou meead bodh oomdiions io olalm sxempdion from fax wiihholding

Under pemaliies of periury, | declans fhat | iave axamined fils ceriflcste and o e best of my
loncewbasiges o ieelbed, 2 s s, comect, and complate

Information Technology Services | 4



I“é CASE WESTERN RESERVE
UNIVERSITY o856 .
think beyond the possible’ PayroII and Compensatlon

Step | Action

2. The W-4 form must be completed so the Payroll Department can
calculate the correct amount of tax to withhold from your pay.

You can file a new W-4 form anytime your tax situation changes and
you choose to have more or less tax withheld.

From the W-4 Tax Information page you can review your form for
accuracy.
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W2

EZ Paychecks

% Direct Deposit

[ W-2/W-2¢ A

View W-2/W-2c Forms

W-2/W-2c Consent

51 W-4 Tax Information
1 Compensation History
] Charity Choice

f] Vacation Donation

Step | Action — View W2
1. Click the View W-2/W-2¢ Forms from the W-2/W-2C menu.

2. The most current W2 year available is displayed. Select the View Form
Button to view the form.

Tax Form Issue Date Year End Form

3. You can print the form to a printer or save the PDF.

4. Click the Filing Instructions link to view the IRS instructions
associated with your W-2 form.

Filing Instructions

o
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Step | Action

5. You can use the View a Different Tax Year link to see previous W-2

forms.
e

View W-2/W-2¢c Forms

Tax Year \2021 v\

Case Western Reserve Univ
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%ﬂ Paychecks

E® Direct Deposit

[v2] W-2/W-2¢ A

View W-2/W-2c Forms

W-2/W-2c Consent

=] W-4 Tax Information
] Compensation History
] Charity Choice

] Vacation Donation

Step | Action — W2 Consent

Faculty and Staff members can select to receive the W2s only through
HCM Self Service and not receive and a paper copy in the mail.

1. Click the W-2/W-2¢c Consent from the W-2/W-2C menu.
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2. Information about electronic W2’s are displayed.

You can select the check box for electronic consent.

Emnsent to receive W-2 or W-2c forms electronically

You will receive an email indicating that you made the change. If wish
to go back to paper copies, return to this page and uncheck the box.
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Compensation History

< Employee Self Service Payroll

EY Paychecks Paychecks

Y| ©
E Direct Deposit :

Check Date Company Pay Begin Date / Pay End Date
[wz] W-2/W-2
o ¢ v Case Wostern R - 12/01/2022

ase Western Reserve Univ
1213012022 12/31/2022

= W-4 Tax Information

11/30/2022 Case Western R Uni 11/01/2022
ase Western Reserve Univ
Compensation History 11/30/2022

. 10/01/2022
_’—~_ Charity Choice 10/31/2022 Case Western Reserve Univ 103112022
— ] 09/01/2022
7| Vacation Donat i
[T Vacauon Donaton 09/30/2022 Case Western Reserve Univ 09/30/2022
Step | Action — Compensation History
1. Click the Compensation History from the Payroll Menu
2. A list of compensation changes will be displayed. Click on the date for
details.
Compensation Histor
|5
Date of Change
12/01/2022
07/01/2022
07/01/2021
3. i
The graph icon will display a compensation history chart.
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Charity Choice
< Employee Self Service Payroll
EY Paychecks Paychecks
Y| ©
% Direct Deposit .
Check Date Company Pay Begin Date / Pay End Date
[wz] W-2/\W-2
— ¢ v _ 12/01/2022
12/30/2022 Case Western Reserve Univ 1213112022
= W-4 Tax Information
/3012022 c Western R Uni 11/01/2022
ase Western Reserve Univ
f Compensation History 11/30/2022
c Wosiorn R Uni 10/01/2022
B Charity Choice 10/31/2022 ase Western Reserve Univ 103112022
! 09/01/2022
1 Vacation Donation 00/30/2022 Case Western Reserve Univ
09/30/2022

Step | Action — Charity Choice

1. Click the Charity Choice from the Payroll Menu
2. When Charity Choice is open, donations can be entered here.

L(Z‘Chariry Choice Campaign

Contributions 2023 To donate to the same Agency (same or different amount) as you did in 2022 click the copy button
for located in the "Contributions for 2022" section.

List of Contributions

Federation Name Member Agency um“:!;nu.: Months % Check Amount

2023 Calendar Year Total

Contributions 2024
for
List of Contributions

|
Federation Name Member Agency ottt Months Maximum | chock Amount

2024 Calendar Year Total

IR
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Vacation Donation

€ Employee Self Service Payroll

EX Paychecks Paychecks
Y| ©
E® Direct Deposit :
Check Date Company Pay Begin Date / Pay End Date
vz W-2/W-
e v Case Western R Uni 12/01/2022
ase Western Reserve Univ
1213072022 12/31/2022
= W-4 Tax Information
11/30/2022 Case Western R Uni /0172022
ase Western Reserve Univ
f~1 Compensation History 11/30/2022
. 10/01/2022
] Charity Choice 10/31/2022 Case Western Reserve Univ

10/31/2022

f] Vacation Donation 09/30/2022 Case Western Reserve Univ 0910172022
09/30/2022

Step | Action — Charity Choice

1. Click the Vacation Donation from the Payroll Menu

2. When Vacation Donation is available, days to be donated will be
entered here.

Vacation Donation

Vacation Donation Program is closed for fiscal year 2023

EmplID 9999999

Date Posted

Department 9999999 Department

Vacation Days Available 25

Vacation Donated
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