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Log in to PeopleSoft to view the Employee Self Service main page. 

Click on Payroll and Compensation
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Click on Voluntary Deductions



Click on Add Deduction

Select Type of Deduction
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Look up for 
Type of Deduction Menu

Populate the fields outlined in orange, then click submit. 

Note: Deduction will always be flat amount.  Goal amount may be left blank if the
deduction should be taken continuously.
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Click OK on the confirmation page.

This is what you will see at the end of the process.


