MN Combined Charities Campaign
Step-By-Step instructions
How to Pledge

Before you begin, look through the different charitable federations participating in the campaign this year to
find the one or more charities to which you would like to donate. More information about each participating
federation and their affiliated charities can be found at www.charities.state.mn.us/charities. Once you find

your choice(s), continue with the steps listed below.
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Step One

Log into the State of Minnesota Employee Self Service website:
www.state.mn.us/employee
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State of Minnesota Employee Self Service information and activities.

o My Paystub
;O\. Wiew paystub information.

= View Pavstub
=] Pay Calculation
=l Instructions

My Leave Activity
View Leave Information
=] My Leave Activity
=l Instructions

"//; Announcements
@ Check for information employees need to know.

Learning
View and maintain learning records and objectives, and browse and search
the learning catalog.
=] Wy Learning
[=] Search Catalog
=] Browse Catalog
5 More...

Time Entry
Enter time worked and leave taken

@ Other Payroll
Update and view all othgg

) W-2 Information
[ Direct Deposit
6 More..

. Need Assistance?
If you have questions or you are having problems with this website
=l Problems with website?
= Employee Contacts

o

Benefits

Link to ingurance information and enroliment.
= Benefits Summary

=] Dependent Coverage

[=] Benefits Enrollment

My Personal Information
Update home address, phone numbers, email address, and emergency
contact information. Wiew name and marital status.
i=] Skills Profile
=] Personal information Summary:
=] Home and Wailing Address
9 More...

My profile
Change My Password and Password Hint. Set options to improve
compatibility with screen reading software.

Step Two
Click “Other Payroll”
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@ Other Payroll
Update and view all other payroll self service such as tax data, W-2 forms and direct deposit.
-4 and MWR W-2 Information ﬁ Direct Deposit
Input your tax withholdings. View and print your W-2 forms. Input your direct deposits.
=] W-4 and WWR = View W-2 Forms =] Direct Deposit
4 Instructions = Required Disclosures =l Instructions

= EIC and Box Instruction

ﬁ Leave Donations

Input your leave donations.
F=] Input Your L eave Donations
= Instructions

[=] Recipient Fivers

ﬁ Savinas Plans

Input your savings plans.
F=] Input Deferred Cmp/TSA Deductn
= savings Plans Instructions
F=] WN Deferred Comp Plan Website
=] MnSCU 403b TSA Plan Website

ﬁ Charitable Deductions
Input your charitable deductiong

I=] Charitable Dedu

ﬁ Deferred Comp Convilitch ﬁ Payroll Forms Business Expenses
Input your Deferred Comp Conv/Mtch Option W-4, request for duplicate or corrected W-2, direct deposit and expense Input your business expenses.
=] Deferred Comp Conwiltich Option reports.
= Instructions [ Pavroll Calendars
B w4
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Step Three

Click “Charitable Deductions”
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Charitable Deductions

E" Instructions
Input your charitable deductig Charitable Deductions Instructions.

Step Four
Click “Charitable Deductions”




Voluntary Deductions

State of Minnesota

Review, add or update your valuntary deductions information.

Deduction Type Start Date Stop Date

(& New Window (Z)Help [ http

Status Deduction Goal Amount Goal Balance
Community
Fomtta Y e 091222010 122172010 Current 0.00 Edit
Sy 122312009 1272172010 Current 000 Edit
Open YourHeat 45530009 1212112010 Gurrent 0.00 Edit

Add Deduction

DesignationsfAcknowledgements

Charitable organizations in the Combined Charities Campaign do not provide goods or
senvices, inwhole or par, for any contributions made by payroll deduction.

If you pledged last year, you’ll see a summary of those pledges.

Step Five
Click “Add Deduction”

Important Note: if you wish to donate to the same federations next year as this
year, you must click “Add Deduction”. DO NOT click the Edit button. Because
participating charitable federations change year after year, we are not able to
extend the giving period by editing the “stop date” of current deductions beyond

this year.




Yoluntary Deductions

Add Voluntary Deduction

State of Minnesoata

*Type of Deduction:

*Enter Amount to be deducted:

Take deduction until | reach this Goal Amount:

*Enter Deduction Start Date:

*Enter Deduction Stop Date:
Current Balance:

Save Return to List

* Required Field

122202010 [5)

1202002011 [5)
0.oa
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Step 6

Click the magnifying glass to
bring up the list of charitable federations.



Search Results
View 100 First [§] 1380138 [5] Last
I i

Communilty Shares
MM Environmental Fund
Open Your Heart HngniHomeless
Peace Maker Foundation
United Arts
United Megro College Fund
United Way Gaodhu Wahash Pierc
United \Way Of 1,000 Lakes

nited VW 1 [ n
United '\ T Bermidii Area
United \Way Of Brown Co. Area
United Way Of Carlton County

Jill f - Gl

nited W T Central MK
United Way Of Crow Wing County
United Way Of Douglas & Pope
United \Wany Of Faribault

United Way Of Freeborn County
United Way Of GrF orks/E GrFarks
United Way Of Gir Duluth

United YWay Of Gir Mankato
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Step 7

Click on a charitable federation

For more information about these federations, go to www.charities.state.mn.us.
Under the blue “Make a Pledge” menu, click on “Choose Your Charity”.
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Voluntary Deductions

Add Voluntary Deduction

State of Minnesota
Qpen Your Heat HngrngfHomeless OJ

*Type of Deduction:

*Enter Amount to he deducted:

Take deduction until | reach this Goal Amount:

*Enter Deduction Start Date: 122202010 [3H]

1202002011 [
0.00

*Enter Deduction Stop Date:

Fejlirn to List

Step 8

Enter in the Amount to be deducted per pay period
and click “Save”.

Keep the default date settings if you want to give every pay period for the
following year. If needed, you may also enter an end goal amount or adjust the

deduction start and stop date during this step.
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Save Confirmation

V The Save was successiul
awever, diue to timing, your change may not be reflectad on the next paveheck

Step 9
Click “OK”
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State of Minnesota

Review, add or update your voluntary deductions infarmation.

Deduction Type  Start Date  Stop Date  Status Deduction  Goal Amount Goal Balance

Community e 081222010 122112010 Current : 0.00  Edi
S omimunity 122312008 12/2112010 Current 0.00  Edit
e amaaat 1212312008 1212112010 Current 0.00  Edit
aﬁS”WLUD”r;';gasf; 122202010 1272012011 Future 0.00 Edit
Lnited Way OTGH 4312372010 1112272011 Future 0.00  Edit

Add Deduction

@nationsmcknnwledgemenD

Charitahle organizations in the Combined Charities Campaign do not provide goods or
senvices, inwhaole or par, for any contributions made by payroll deduction.

Please print this page for your records after making your changes. This printout can be used in place of your pledge card to meet the Internal Reveny
Service (IRS) regulations.

You’re Done!

Print a copy of this Voluntary Deductions page for your records. Payroll deductions will start

next year and will show up under the status “future” (donations set up last year and being
deducted this year show up as “current”).

To make a donation to another charitable federation, click on “Add Deduction” and repeat
steps 5-9.

To designate to a specific charity or request an acknowledgement for your gift from your
chosen federation or charity, click “Designations/Acknowledgements”.

Visit www.charities.state.mn.us for more information.

Thank You for your Gift!



