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User Guide



Log in to your Workday Portal.

Donate via Payroll Deduction

Step One: Step Two:
Go to the search bar and type Change Benefits and select this item.

Employee Name!



Choose Benefit Event Type and select Epiq Charitable Foundation 
Fund Contribution Changes. Select today’s date under benefit 
event date. Click Submit.

Step Three:
Return to your Workday homepage by clicking the Epiq 
logo. Check your Workday inbox. You should have a task 
prompting you to now move to the next step.

Step Four:
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Choose Benefit Event Type and select Epiq Charitable Foundation 
Fund Contribution Changes. Select today’s date under benefit 
event date. Click Submit.

Step Five:
Return to your Workday homepage by clicking the Epiq logo. 
Check your Workday inbox. You should have a task prompting you 
to now move to the next step.

Step Six:

You will then be taken to a page that looks like this. 

Donate via Payroll Deduction



Choose Elect and add the amount you would like to contribute in the Amount (Bi-weekly) field. Click Continue.
Step Seven:

You will then be taken to a page that looks like this. 

Donate via Payroll Deduction



Review all details and agree to your electronic signature. Click submit. Congratulations you have now set up bi-weekly donations to the Charitable Foundation! 
Step Eight:

You will then be taken to a page that looks like this. 
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