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2011 Emory Heart Walk Payroll Deduction

Instructions for Emory University Employees

1. Go to www.emory.edu.
2. On the right-hand side, look for “Faculty & Staff”.  Click on it.
3. Under “Quick Links for Faculty & Staff,” click on “Peopesoft:  HR”
4. On the next screen, type in your network ID and password.

5. On the menu on the left, click on the link entitled “Self Service” and then “Emory Community Giving.”  
6. Once you are at the Emory Community Giving site, you will be prompted to fill out your contact information (most of your contact information should be pre-filled). Make sure to type in the correct email address, in order to receive a confirmation email.

7. Once your contact information is complete, click “next page.”

8. On the next screen, click on the drop down arrow entitled “Federation”. Select the federation entitled “American Heart Association Heart Walk”.  Then click on the drop down arrow entitled “Agency” and select “Heart Walk.”

9. Next, enter your gift amount, and then click “calculate total amount.”

10.  If you would like to receive an acknowledgement of your gift directly from the charity, click on the box in the “gift acknowledgment” section. 

11.  Once you have completed calculating your gift amount, click “next page”.

12.  On the next screen, “payroll deduction” will be defaulted as your payment method (if not, select “payroll deduction”). Review your per-pay-period gift amount, then click “next page.”

13.  To complete the transaction, click on the “submit” button. If you provided an email address on the first page, you will receive a confirmation email once the transaction is complete.

14. If you have any questions or do not receive a confirmation email, contact Caitlin Motley at emoryheartwalk@heart.org or 404-778-2926.
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