
 

 

All Community Works payroll deductions will start in January of 2025. Deductions can be spread out between 1 and 
26 pay periods. 
 

1) When you elect for your donation to be paid via payroll deduction, you will be sent to the Community Works 

deduction request form: 

 
 

2) In the first box, enter the total amount you would like to donate: 

 
 

3) On the second line you will choose the number of pay periods you would like your donation to be spread out 

between. The drop-down box lists the most common amount of pay periods employees select. If you would like 

it spread out between a number that is not in the drop down, select Other and enter a number between 1 and 

26.  

To determine the amount of you deduction, divide your donation amount by number of pay periods chosen. 

Example: $1,000 donation spread over 10 pay periods will be $100 deduction per pay period 

 
 

 



 

 

If you select the Other box, you can then enter the number of pay periods to spread the donation over. 

 
 

 

 

4) Once you have completed the questions click Submit at the bottom: 

 

 
 

 

You can go to the Requests app in Workday to view the status of your Request. Go to the navigation page on the 

left-hand side and hover over Organization and click Requests. If Organization is not listed on the navigation 

pane, then go down and hover over the three dots above more to find it. 

 
 

 
 

 

 

 

 



 

 

 

Once your payroll deductions start in January you can go to the Benefits and Pay Hub and under Pay, go to Loans 

and Advances to see the all your CW Donations, Ruth Cutler Loans and Computer Loans: 

 
 

 

Amount Due = Balance Owed  

Amount Paid = Amount already deducted                     

Total Requested Amount = Original Donation Amount 

 

 


