HOW TO SEE YOUR PAY and TAX FORMS!

Your payroll information is available 24/7 via the MyYSU
portal. For instructions on accessing the portal, go to
http://www.ysu.edu and click Login Help then click the
Instructions link.
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Faculty and YSU YSU students and employees: Sign up today for YSU
Staff Alert, a new campus-wide text-messaging and e-mail
Banner Self Service system designed to help improve communications
eCUBE Notification System during a campus emergency. You must register to
Internet Native Banner take advantage of this important notification service.
JPI (Sun Java Plugin) To register, visit http://alert.ysu.edu.
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on to Blackboard is unavailable. -
When you click the above link, Se rVICe
you will be prompted to re-
enter your MyYSU login and
password in order to access
Blackboard.
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The 2015 W-2 and 1095-C forms are now available! Please use the Tax Forms link to access and print y

orms. A PIN is required to print your
tax forms. If you do not know your PIN or need it reset, please contact the Help Desk at x1595 or Human Res 3]

s at x2363.

Notice to students: Students cannot work more than 25 hours a week throughout the year (including dual app

nts). International students are
limited to 20 hours a week while classes are in session.

Time Sheet
To be used by Bi-Weekly Employees and Approvers Only!

Leave Report
To be used by Semi-Monthly Employees Only!

Request Time Off

Currently to only be used by all staff in the Division of Finance & Business Qperations and Division of Legal Affairs & HR.
Benefits and Deductions

Retirement, health, flexible spending, miscellaneous, and Benefit Statement. 4. CI |Ck EI I Iployee
Pay Information T b
Direct deposit allocation, eamings and deductions history, or pay stubs a

Tax Forms
W-4 information, W-2 Form, 1095-C Form.
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Leave Bajances to review employee

Data Security--IMPORTANT!!

To prevent unauthorized access to your personal data, do not share your ﬁ § 4
password and be sure to exit the browser after reviewing your data and vsu Home page \ Locout / nelp
Logout of the MyYSU portal. N7
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For technical assistance, including resetting your password, please contact the Tech Desk at (330) 941-1595. For questions
concerning your payroll data, please contact the Payroll office at (330) 941-1470.
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Frequently Asked Questions (FAQ)

When will I get paid?

The University will process paychecks for hourly employees on a bi-weekly basis. All other employees

will be paid on a semi-monthly basis—15" and the last day of the month. Please see the Payroll
calendar for the bi-weekly or semi-monthly schedule.

https://cms.ysu.edu/administrative-offices/controllers/payroll-calendars

What does the employee percentage of health care cost mean?

Employees contribute to their health care coverage based on their salary. Employees contribute 4.75% of

their salary for family coverage; 4.25% for employee plus one coverage or 3.7% of their salary for
single coverage. Minimums and maximums do apply.

Why do | see multiple positions when | review my Job Summary information?
Each time a change is made regarding a position, the information is displayed.

For technical assistance, including resetting your password, please contact the Tech Desk at (330) 941-1595. For questions
concerning your payroll data, please contact the Payroll office at (330) 941-1470.
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