Faculty / Staff Parking Permit Purchase

1. Employee Logs in to HRIS — Employee Self Service
https://www.as.ksu.edu/psp/HRIS/?cmd=login&languageCd=ENG &
e Use eid and password to access Employee Self Service
Note: This may be located under the search box, click on the
Employee Self Service link
e Click on Payroll and Compensation
e Click Order Parking Permit

“)Base Navigation Page - Mozilla Firefox

File Edit ¥iew History Bookmarks Tools Help
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|2 Maostwvisited o LatestHeadlnes & HRIS £ webmail

Favorites © Main Menu > Employee Self Service

L = Ermj

@@ Payroll and Compensation

Review your pay and compensation history . Update your direct depost and other deduction or cortribution infarmation

= \ﬁew Paycheck = Direct Deposit = W-4 andior K4 Tax Information = View Leave Balances
Review current and prior paychecks. Add or update your direct deposit information. Review or change your W-4 information. E Yiewy your current leave balances

= View Total Compensation
E igsee your total annual compensstion, sslary and
benefits

= Order Parking Permit
Crcer Parking Permit

You must agree to the Parking Permit Regulations in order to proceed. Once you have read and

understand the regulations, click the check box and then click __Net | Note: The Next button will
not be available until you agree to the Parking Regulations.

Search:

®)
~ Employee Self Service
i Personal Information EmpliD Name
= Payrall and
Compensation

= View Paycheck

- Direct Deposit Parking Services Permit Application
=WW-4 andfor K4 Tax

Information
=iew Leave

Balances For questions regarding ordering a permit, contact Parking Services at 5327273,
=iewy Total parking@ksu.edu, or by visiting the parking office at 1 KSU Parking Garage located at
Cormpensation the corner of 17th and Anderson.
= Order Parking Permif]
I» Benefits
I> Learning and
Development
= Yiew Wark Information r

Traffic and Parking Requlations:

| agree to the Traffic and Parking Regulations.

You must agree to the Parking Regulations in order to
proceed.

Last Updated 06//03/2010 1



3. If you previously purchased a parking permit, you can select to reorder the same permit by checking
the box next to the option to reorder. Note: If you have not previously purchased a permit OR want to
make changes to permit selections see step 7.

4. To review selections and finalize the process click _ MNext |

Reorder Permit from prior year

arch:

&
Wy Favorites
Employee Self Service
1> Personal Information
< Payrall and
Compensation
=Wiew Paycheck

= Direct Deposit
=WW-4 andior K4 Tax

Infarmation
=Wiew Leave
Balances
= iew Total
Compensation
= Cirder Parking Permit
> Benefits
1> Learning and
Development
= Wiew Waork Information
Worklist
Tree Manager
Reparting Tools
FPeopleToals
Change My Passward
Wy Personalizations

Wy Systern Profile Mext
Wy Dictionary

EmplID Name

Parking Services Permit Application

¥ Reorder the same permit as last year

You will be alde to review and make changes prior to finafizing pirchase.,

or

Please Select Permit Location
© Faculty/Staff
 Jardine
" Lafene Health

5. Review selections. If satisfied with permit selections, select payment method and click _Subrmit | o
complete the purchase process.

Reorder Permit from prior year — review selections

©)

-~ Employee Self Service
I> Personal Information
= Payroll and
Compensation

=“iew Paycheck

= Direct Deposit
=W-4 andfor K4 Tax

EmplID * Name

Parking Services Permit Application

Information
=Yiew Leave :
7B_alances Parking Garage Reserved $1200
- Wiew Tatal ) Total Cost  $1200
Compensation Your previously purchased Garage Access card
SO e el does notexpire and will remain active with perrmit Bi-weekly Payroll  $60.00
> Benefits purchase. Deduction
I> Learning and
Dievelopment . .
= Wiew Work Inforrmation £3CashiCreditiCheck
" Payroll Deduction Before Tax
 Payroll Deduction After Tax
Back Submit

6. After the _Submit | hutton is clicked, you will see a confirmation screen and received an email that lists

the permit purchase details.
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)
i My Favaorites
~ Employee Self Service
&> Persanal Infarmation
= Payroll and
Compensation
- View Paycheck Parking Services Permit Application

= Direct Deposit
=W andior K4 Tax

EmplID Name

Information
=iew Leave You hawve successtully campleted the parking permit ardering process. You will receive a canfirmation email
Colomooo with details of your purchase. Ifyou selected to pay using Payroll Deduct you will receive your parking perrmit
Halances through campus mail
=%iew Total '
Cumgensatiun Ifyou selected to pay with CashiCheckiCredit Card, your permit will not e mailed until payment is
= Order Parking Permit processed by the parking office.
> Benefits
b Learning and Salina Faculty / Staff - Annual $55
Development
=Yiew Work Infarmation
: Total Cost 25
- Wyorklist . . $
b Tree Manager Bi-weekly Payroll Deduction $2.75

I Reporting Toaols
> PeopleTools

~ Change My Password ¢ CashiCredit/Check

= My Personalizations & .

My Svaterm Profile Payroll Deduction Before Tax
= Iy Dictionary © Payroll Deduction After Tax

7. If you have not purchased a permit previously OR you have purchased a permit but want to change
your selections, then select the Desired Permit Location by clicking the box next to the desired permit
location, as described in step 5. Note: Manhattan employees will not be allowed to select a Salina
permit and Salina employees will not be allowed to select a Manhattan permit type. Once a Permit

Location is selected, the _ Mext | hytton will be visible to proceed.

Manhattan Campus Locations

Search:
&

~ Emplovee Self Service
I Personal Information
= Payroll and
Compensation

=iew Paycheck

- Direct Depasit Parking Services Permit Application
=W-4 and/ar K4 Tax

Infarmation
=iew Leave
Balances
="Wiew Total

Compensaton | | | =
= Order Parking Fermif  Jardine
> Benefits  Lafene Health
> Learning and
Development
= Wiew Vork Information

EmpliD Name

Please Select Permit Location

=
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Salina Campus Location
T |
Search:
©
- Employee Self Service
I Personal Information

= Payrall and
Compensation

=%iew Paycheck

~ Direct Deposit Parking Services Permit Application
=W-4 andfor K4 Tax

Infarmation
=iew Leave
Balances
="iew Total

EmplID Name

Please Select Permit Location
 Salina

I Benefits

I> Learning and
Development

= Yiew Work Information

8. Select the permit type. You may select Annual or fall for each permit type. You may select to
purchase a Garage Access Card as well. The cost and option to pay will be visible on the following
screen. Once selections are complete, click Sontinue

Manhattan Campus Permit Types

Search:
©

~ Employee Self Service
&> Persanal Infarmation
= Payroll and
Compensation

=iew Paycheck

- Direct Deposit Parking Services Permit Application
=WW-4 andfor K4 Tax

Information
=iew Leave
Balances

=iew Total
Cormnensati
= Order P

EmplID Name

Faculty/Staff Permitl:’—\nnual vI

KSU Permit Motorcyclel 'I
> Benefits KSU Permit Convertiblel 'I
> Learning and

Development ¥ Garage Access Card
= Wiew Work Information

Back Continue
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Jardine Complex Permit Types

Search:
= Employee Self Service
&> Personal Information

EmplID -

Name

= Payroll and
Compensation
= View Paycheck

= Direct Deposit
= W4 andior K4 Tax

Information
=Yiew Leave
Balances
= View Total

Compensation

I» Benefits

I> Learning and
Development

= Yiew Work Information

Jardine Worker Convertible

Parking Services Permit Application

Jardine Workerl Annual vl
=
=

Jardine Resident

Jardine Residentl Annual vl

Convertible

Jardine Motorcyclel 'l

Back Continue

Lafene Health Center Permit Types

Search:
: ®

- Employee Self Service
I> Personal Information

EmplID - MName

= Payroll and
Compensation
=“iew Paycheck
= Direct Deposit
=W-4 andfor K4 Tax
Infarmation
=Wiew Leave
Balances
=iew Tatal

Compensation

1> Benefits

I> Learning and

Development
= View Work Information

Parking Services Permit Application

Lafene Only =l

Lafene Campuslm

Lafene Only Convertible =l

Lafene/Campus =l
Convertible

KSU Permit Motorcyclel :['

M Garage Access Card

Back Cantinue

Salina Campus Permit Types

earch:

®
Wy Favorites
F Emplayee Self Service

EmplID

Name

I> Personal Information
= Payroll and
Compensation

= Wiew Paycheck

= Direct Deposit
= W4 andfor K4 Tax

Infarmation
=Wiew Leave
Balances
=iew Tatal

Order P
&> Benefits
> Learning and

Development
= Wiewn Worl Information

Parking Services Permit Application

Salina FacultyIStaﬁ'I 'l
Salina Motorcyclel 'l

Back Continue |
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9. To review selections and move through the process click _ Mext |

Search:
©)]

- Employee Self Service

I Personal Information

= Payroll and

Compensatian

=iew Paycheck

= Direct Deposit

=W andior K4 Tax
Information

=View Leave
Balances

=iew Total
Compensation

= Order Parking Permit

I Benefits

> Learning and

Development

= View Waork Information

EmpliD Name

Parking Services Permit Application

WCF3 Manhattan Faculty / Staff Conwvertible - Fall $95
FSA3 Manhattan Faculty / Staff - Annual $1490
G4, Parking Garage Access Card $10
Total Cost $295
Bi-weekly Payroll  $14 .75
Deduction
 CashiCredit/Check
 Payroll Deduction Before Tax
T Payroll Deduction After Tax
Back | Submit |

10. Select payment method desired. Note: If you are an employee working less than 4/10™, payroll
deduct will not be offered as an option as a method of payment.

11. If the employee does not select a payment option and attempts to finalize the process, an error will
appear reminding employees that a payment method must be selected.

EmplID

Name

Parking Services Permit Application

FSdAZ

Jardine Faculbef staff  Anmal 108

of yours.,

" CashiCre
T Payroll D
T Payroll Deduction After Tax

Garage RFID cards do not expire. Do not ©

Back Submit
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12. After the _S4mit_| hutton is clicked, you will see a confirmation screen and received an email that lists
the permit purchase details.

)
I> My Favorites
= Employee Self Service
I> Personal Informatian
= Payrall and
Compensation
- ¥iew Paycheck Parking Services Permit Application

= Direct Deposit
=W andfor K4 Tax

Information
=View Leave

EmpliD Name

You have successfully completed the parking permit ordering process. You will receive a confirmation ermail
with details of vour purchase. [fyou selected to pay using Payroll Deduct you will receive vour parking permit

Balances through campus mail
="iew Total ’
C i Ifyou selected to pay with CashiCheckiCredit Card, your permit will not be mailed until payment is

processed by the parking office.

- Benefits
> Learning and Salina Faculty / Staff - Annual $55
Development
= Wiew Work Information
I Worldist Total Cost $55
> Tree Manager Bi-weekly Payroll Deduction $275

I Reporting Tools
I PeopleTools

- Change My Passward © CashiCreditiCheck

= My Personalizations & .

v Svaterm Profile Payroll Deduction Before Tax
- Wy Dictionary © Payroll Deduction After Tax

13. If you previously completed the purchase process and attempt to order the permit again, your previous
selections will be displayed as well as the date completed. If changes are needed you must contact the
parking office.

arch:

®)

Employee Self Service
> Personal Information
= Payrall and
Compensation

=Wiew Paycheck

- Direct Depasit Parking Services Permit Application
= W-4 andfor K4 Tax

Information
=‘iew Leave
Balances You have already ordered your permit on: 21-MAY-10
=“igw Total
Cﬂmgensation Manhattan Faculty / Staff- Annual §174
= Order Parking Permit Parking Garage Access Card $10
I Benefits
> Learning and
Development
= iew Waork Information

EmplID Name

To make changes please contact:

Parking Services at 532-7275, parking@ksu.edu, or by visiting the parking office
at 1 KSU Parking Garage located at the corner of 17th and Denison.

14. If an employee logs into HRIS that is not able to purchase a parking permit, i.e. Student, they will
receive the following message if they click on the link to Purchase/Renew a parking permit.
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Search:
®)

- Employee Self Service
I> Personal Information
= Payroll and
Compensatian

= Wiew Paycheck

- Direct Deposit Parking Services Permit Application

=WW-q andfor K4 Tax

Infarmation
= Wiew | eave Sorry

Ealances
= iew Total You are unable to purchase a parking permit through Employee Self Service.

Compensation Students may purchase a permit through ISIS. All other inquiries must be directed
to Parking Services at 532-7275, parking@ksu.edu, or by visiting the parking
office at 1 KSU Parking Garage located at the corner of 17th and Denison.

EmplID Name

I- Benefits

I> Learning and
Development Thanks
= Yiew Waork Information

15. To exit the process without completion, you may click on any menu option or sign our of employee
self service. If you have data selected but have not submitted the purchase, you may receive the

following error message. To exit without saving, click —=1

banbattan Eaculb § CEaff Mmal 100 |
The page at https: / /'www .astest.ksu.edu says: x|

9 Yol have unsaved data on this page. Click Gl to go back and save, or Cancel to continue,

(}K pE—

T Payroll Deduction After Tax
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