
Quick Reference Guide
Employee Self Service

Contra Costa County PeopleSoft Training

Edit a Voluntary Deduction 
1.	Click the Payroll tile on the Employee 

Self Service home page.
2.	Click the Voluntary Deductions link on 

the Actions panel
3.	Click the Edit button
4.	Enter information on the Voluntary 

Deduction page
99Deduction Amount
99Deduction Goal
99Deduction End Date (optional)

5.	Click the Submit button
6.	Click the OK button on the Confirm 

Submit page
7.	Click the OK button on the message page

Note
Be sure to contract Payroll to get and submit the 
CCCYY Contra Costa County Charity Campaign form.

2 3

4

5

6

1

7


