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Voluntary Deductions 
 
 
Step 1. Log into Employee Self Service (https://portal.adp.com) 

Step 2. Click on the Money Tab 

Step 3. Click on Voluntary Deductions 
The voluntary deductions page displays the voluntary deductions currently in effect.  Employees can also ADD, 
CHANGE, SET GOAL AMOUNT or END deductions for the Sodexo Foundation or the Sodexo Employee 
Disaster Relief Fund. 

To 
ADD 

To ADD a new deduction for The Sodexo Foundation or The Sodexo Employee Disaster Relief Fund, click Add New 
(Figure 1.0). 

  
Figure 1.0 

 

 Voluntary Deduction set-up screen (Figure 2.0) 
 
A. Select the deduction from the Deduction drop down list  
B. Enter the dollar amount in the Deduction Amount field.  

 The Deduction Amount is a per paycheck amount.  (For example, an entered amount of $20.00 will deduct 
$20.00 from each paycheck.)  

 Deduction Amounts can only be entered as a dollar amount ($), not a percentage (%). 
 
C. Check the “Please Agree to the Following” check box. 
D. Click SAVE 

  
Figure 2.0 
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To 
CHANGE, 

SET 
GOAL 

AMOUNT 
or END 

To CHANGE, SET GOAL AMOUNT or END a deduction, click the appropriate underlined deduction description (Figure 
3.0). Those deductions which are not underlined may not be maintained within Self Service.   

Figure 3.0 

 

Update Voluntary Deductions page (Figure 4.0) 
 
A. To CHANGE a per paycheck Deduction Amount, enter the new amount in the Deduction Amount Field. 
B. To CREATE a Deduction Goal, enter the Goal Amount in the Deduction Goal Amount field.  The per paycheck 

deductions will stop once the deduction goal is met.. 
C. To END a deduction, enter a Deduction End Date.  The Deduction End Date must be a current or future date. 
D. Check the “Please Agree to the Following” check box, 
E. Click SAVE. 
 

 Figure 4.0 

 
  

 
 

 
 
 
      
 
 
 


