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The following is a The following is a ‘‘Step by StepStep by Step’’ guide to help you to guide to help you to

start viewing payroll information online throughstart viewing payroll information online through

ALVIN today.ALVIN today.

•• The Guide has 3 sections and includesThe Guide has 3 sections and includes

illustrations and instructions for most screensillustrations and instructions for most screens

related to Payroll.related to Payroll.

1.1. Logging onto PayrollLogging onto Payroll @ ALVIN  Pages 3 - 8 @ ALVIN  Pages 3 - 8

2.2. W-2 Tax InformationW-2 Tax Information  Pages 9 - 11  Pages 9 - 11

3.3. Online Pay StatementsOnline Pay Statements Pages 12 - 25 Pages 12 - 25

Payroll Information Online @ALVINPayroll Information Online @ALVIN
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Logging onto Payroll @ALVINLogging onto Payroll @ALVIN
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Step 2:  Click on

ALVINALVIN

Payroll Information Online @ALVINPayroll Information Online @ALVIN

Step 1: Go to The New School

Website on the internet

(www.newschool.edu)
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Step 3:  Click here to Log Log

InIn to ALVINALVIN

Payroll Information Online @ALVINPayroll Information Online @ALVIN
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Step 4:  Enter your ‘‘USER IDUSER ID” and ‘‘PINPIN’’  then click

LoginLogin.

Payroll Information Online @ALVINPayroll Information Online @ALVIN

To Log In, you need a ‘‘USER IDUSER ID” and ‘‘PINPIN’’..   Follow  the directions on

this page to set your PIN.  If you have any problems w ith logging in,

click on the Help linkHelp link. All Username and PIN related problems are

handled by the Human Resources Office.
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Step 5:  At the Main Menu,

Click on  Employee ServicesEmployee Services  for

Online Payroll information

Payroll Information Online @ALVINPayroll Information Online @ALVIN
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Step 6:  Click on

Payroll Information MenuPayroll Information Menu

To access Online Payroll information

Payroll Information Online @ALVINPayroll Information Online @ALVIN
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You’re here!!

To view W2 informationW2 information by Year, c lick

W-2 Tax InformationW-2 Tax Information

To view Payroll InformationPayroll Information by Payroll

Period, click Pay StubsPay Stubs

To view specific details, c lick on the

appropriate heading.

Individual Sections under this menu

contain a link to bring you back here

whenever you’d like.

Payroll Information Online @ALVINPayroll Information Online @ALVIN
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W-2 Tax Information @ALVINW-2 Tax Information @ALVIN
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Tax Year will default to the most recent year

available.  However, you can view prior years

beginning with 2004..

W-2 Tax Information @ALVINW-2 Tax Information @ALVIN

Click Display

to view
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Be sure to exit and close your

brow ser w hen done view ing

information online.

This page is not a substitute for the off icial

W-2 Form that the University w ill send you.

W-2 Tax Information @ALVINW-2 Tax Information @ALVIN
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Online Pay Statements @ALVINOnline Pay Statements @ALVIN
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Pay Stub YearPay Stub Year will default to the current year.

However, you can view pay statements from any

period after January, 2004.

Click Display

to view

Online Pay Statement @ALVINOnline Pay Statement @ALVIN
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All Pay Dates for the year you chose

will appear.   Select the one you want

to see.

Click the Pay

Stub Date to view

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Each PayEach Pay Stub  Stub for the year you selected will

appear in this list.
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Information from your paper

Pay Stub is on this page.

  The links at the bottom will

take you to additional detail

for this stub, as well as see a

total for a select period of

time.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click on a linklink for more

details
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From and To Dates will default to the first

month of the current year to the current month

However, you can view Earnings from any

period after January, 2004 by changing the

dates.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click Display

to view
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All Earnings Types for the year you chose will

appear.   Select the one you want to see.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click on an Earnings

Type to view details
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Earnings Totals for the specific Earnings Type

you selected are reflected here by month.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click Display to view
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From and To Dates will default to the first month

of the current year to the current month

However, you can view Deductions from any

period after January, 2004 by changing the dates.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click Display

to view
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All Deduction Types for the year you

chose will appear. You can then take it a

step further and select one of these

deductions to see the monthly breakdown

for the period selected.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click on a Deductions

Type to view details
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From and To Dates will default to the first month

of the current year to the current month

However, you can view Tax DeductionsTax Deductions from

any period after January, 2004 by changing the

dates.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

Click Display to view
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This page reflects your Federal Tax (W-4 Form) history.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN
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If you would like to change your tax withholding

exemptions/allowances for either Federal or NY State

Tax, click the link to view and download the form.

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

This page reflects your withholding instructions (W-4

Form) which is the basis for your Federal Tax

Deduction in Payroll.
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•Click on the link above to send email to Payroll.

•Click on a Form Name to View and Download

•Click on the link below to go to Payroll’s

Homepage.

That’s all there is to it.  We hope you find this new

service very useful and the instructions helpful.

Enjoy!

Online Pay Statement @ALVINOnline Pay Statement @ALVIN

When you are f inished using

ALVIN, Click on EXIT and close your

brow ser.
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ALVINALVIN

https://alvin.newschool.edu/https://alvin.newschool.edu/


