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PAYROLL DEDUCTION REQUESTS
FOR GRADUATE ASSISTANTS

Follow these steps to request payroll deduction for applicable tuition and fees of graduate
assistants. This request will need to be done EACH semester you want payroll deduction to

ocCcur.

CREATE AND SUBMIT PAYROLL DEDUCTION REQUEST

1. Type and select Create Request in Workday search field.

= MENU B AN  create request ® O fal é poy

= Create Request
Create Miscellaneous Payment Request

Create Supplier Invoice Reguest

View More

Welcome

It's Monday, July 21, 2025

2. Select the Request Type from the dropdown list and type in Payroll. Select UAF- Payroll

Deduction - Tuition, Fees, Invoices and Loans.

Create Request

Request Type *

3. Click OK.
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4. The Payroll Deduction form populates. Fill out the required information.

UAF - Payroll Deduction - Tuition, Fees, Invoice and Loans

Baaain review 1 sayill dedustcr aten e g lisy, beters dubmining your request 19 poi have ary Guestions iegasd ing 1 ool deduction appleatisn, pess comies! the Treasimers Ot &

. Enter FULL name
AND
" [ ide your name and employee 1 B0, n r Employee ID

t appears balone the Ruark.edu of Pemetl usiesdu i wour Usiversity of Arkanaas emad addmas. Forexample, the wemars for dos@uark o

AEuIres

» FullName and Employee ID as it appears in Workday
> Employee Type: Graduate Asssistant
» Email username (example: “test” for test@uark.edu)

5. Select Tuition/Fees/Health Insurance (GA Only).

Please select which request you would like payroll to start the payroll deduction on
NOTE: You will enly be able to payroll deduction 1 request per academic term
(Required)
Tuition/Fees (Employee or Spouse/Dependent)
© Tuition/Fees/Health Insurance (GA Only)
Tuition/Fees - Past Due Balance

Inveice(s)
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6. Select Academic Term. This should be the academic term in which the payroll deduction will be
applied to the balance due.

Please select the academic term (spring/summer/fall) and year (20%*) in which you would like to have your payroll deducted
(Required)

Fall 2025
Spring 202
Summer 2026

Fall 2026

Spring 2027

7. Click Submit. You also have the option to Save for Later if you would like to save it as a Draft.
IMPORTANT NOTE: It will not be processed until the Submit button is selected.

8. You will receive a notification in your Workday inbox on the status of your Payroll Deduction
request. If approved, you will receive the following notification.

ndacs A8 it e Request Process: UAF - Payroll Deduction - Tuition, Fees, Invoice and Loans:

Reguest Process: LAF - Pewall Deduction - Tultion,

Yo requesy " Reguest: UAF - Payroll Deduction - Tultlen, Fees, lnvolce and Loans has been approved
Fees, involkce and Loans

Detsiles  Aeguest Procs LA - Payrall Decduction - Tulthen, Fees, Breoice and Losns
1 minute{s) ago
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REVIEW STATUS OF PAYROLL DEDUCTION REQUEST

To view the status of your request or to review specific details of the deduction please follow the

instructions below.

1. From the Workday Menu on the upper left, select Requests App (If this is not saved app you
may add it by clicking the Add Apps button.

Menu h 4

Apps Shortcuts

Recently Used @
“ Requests

2. Under the View section, select My Requests.

View

My Requests

My Recent Reguests

View Request Types

Requests In Progress

3. Alldifferent types of requests will populate. Select the Payroll Deduction request you want to

review.
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4. Click on Related Actions button (three dots).

5. Under the Business Process Action, select View Business Process Event History.

Actions
Request

Business Process : View Business Process Event History

6. Go to Process tab. The approval history can be reviewed and the comments will include
information regarding number of deductions and amount requested.
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