Printing Your Pay Notice in Employee Self Service

Employee Self Service allows you to view your pay notices and print them as you would any web
page. These directions will detail how to print from Internet Explorer or Mozilla Firefox

browsers.

Getting to your pay notice
After you login, click on the Payroll and Compensation link.

% ; 4 Self Service

Navigate to your =elf zervice information and activities.

==L Time Off Information
' Review time off taken and vacation, sick and

ersonal Information 3 | Payroll and Compensation
eview and update your perzonal infermation. Review your pay and compensation history.
Update your direct deposit and other

personaltime earned. = Home and Mailing Address
= Phone Mumbers deduction or contribution information.
FElEmail Addresses =l View Pavcheck
2 More... F=] Notice of Deposit
- = Voluntary Deductions
3 More...

s penefits

Review health, ingurance, =avings, pension
or other benefits information. Review and
update dependent and bensficiary persenal
informatien.
[1Benefits Information
[Dependents and Beneficiaries
ElBenefits Summary

2 More...

Once you are on the Payroll and Compensation page, click on the View Paycheck link.

Main Menu = Self Service =

qoz%j Payroll and Compensation

Review your pay and compensation history. Update your direct deposit and other deduction or contribution information.

E" View Paycheck Notice of Deposit E Voluntary Deductions

Reviewe current and prier paychecks. Set up an email reminder to ke notified when Add or update your voluntary deductions.
your paycheck iz ready to view.

Direct Deposit Compensation Histol E W-4 Tax Information

Add or update your direct deposit information. Review compenzation hiztery for base, Review or change your W-4 information.
variable, and stock options.
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At this point, you may select a paycheck from the check dates that appear. Your pay notice will
appear and you may print it out by clicking on the Printer Friendly Format box, and then using
the printer icon on your browser’s tool bar.

—

|.2] Most visted P Getting Started |5 | Latest Headlines $8 jservistsjicientservs | ] Administrative Resour

Search:
) View Paycheck

[ My Favorites

[~ Self Service

> Time Reporting

[ Personal Information Company: Net Pay:
= Payrall and Cnmpensahnn
Trustees of Tuits College Pay Begin Date: 01/ 6/2009
= Motice ofDenosn Address: Pay End Date: 0143142008
= Moluntary Deductions 168 Haolland Street
= Direct Deposit ollan ree Check Date: 014302008

~ Compensation Histon Somearville, Ma 02144

— -4 Ta Informadion R ]
> Benefits Review the details ofyour paycheck. Toview other checks, select Wiew a Different Paycheck

[> Stock Activity General

< Paylnguiryecrosofidntenneidiplonen
Edit View Favorites Tools Help

Hew v o = .
b O Search 7' Favorites @ Media £2 -
open... crl+0 <

4fts =du: 10000/serviets/icientserviet/hrirnss Pomd =startd |

\s an alternative, you may also choose the menu item File, then

Page Setup... t

Frint Preview!...

send >
Import and Export... Sel ect prl nt
Properties ..
lork Offine to finish
Slose printing your
Add 2
paycheck

Somenville, MA 02144

(General

After printing you may notice that some of the type on the extreme right of the page has been cut
off or you may see the PeopleSoft menu on the left. To see all of the type, you may need to adjust
the margins or size of the document as described below.

Adjusting Margins for Printing
In Internet Explorer

@1 e e julr ) - Wiesosoit immei 2olrsr. - Click on the Menu Item called File and the click on Page Setup...

Edit View Favorites Tools Help

MNew

S search <7 F
Cpen... Ctrl+0

ufts.edus: 10000 serv

Ctrl+p .

Print Preview...

Send
Import and Export...

Properties

Waork Offline .

Close Click on P&ge
Address: Setup
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Pape Sotip 3] The Page Setup panel will be displayed. Adjust the
Left and Right margins to 0.25 inches. This will

Paper

Sige: allow all the information on your paycheck to print
N properly.

Source:

Automatically Select

Headers and Footers

Header

BwabPage &p of &P

Change these

Eooter settings to 0.25

BuBb&d

Orientation Margins (inches) / \
(%) Partrait Left: 0.25 Right: 0.25
O Landscape Top: 0.5 Bottom: | 0.5

[ Ok ” Cancel ” Printer. .. ]

Finally, you can finish printing your pay notice by either clicking the Printer Icon on your
browser’s toolbar or by selecting the menu item File and select print to finish printing your
paycheck.

In Firefox

—

2] Mast visited P Getting Started u

You will need to hide the PeopleSoft menu by clicking the
Tufts word Menu.

sign next to the

Click on the Menu Item called File and then click on Page Setup...

~ Self Service
[> Time Repoting

[> Personal Information - =
" = Eaydnguinysiiozillas
= Payroll and Compensation
= . [Fle Edit View Go Bookmarks Tools Window Help
= Vi yeheck Now ,
= MNotice of Deposit Open Web Location... Ctrl4Shift+L | https:/fhrss.hr. tufts, edu: 10000/serviets)icientse
= Yoluntary Deductions j Open File... B e
- Direct Deposit =] Qose LW e
= Compensation Histary i B
~ -4 Tax Infarrmation b
Send Link..
[» Benefits Save Frame As...
[ Stock Activity EdtPage e
H Page Setup... .
prcreger Click on Page
Frint... Cul+e T
Work Offine Setup
Exit ctri4Q
Address:
169 Holland Street
Somenville, MA 02144
o
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F Figs daiin

Farmat & Options | Margins & Header fFooter |

The Page Setup panel will be displayed. Click Scale

and select 90%. This will allow all the information on

 Format

ovenatans | @ [] T | Q[N s your paycheck to print on one page.

Scale: % [ shuinkToFtPage width To finish printing, you may either click on the menu

item File and select Print or click on the Printer Icon.

— Options

Print Background (colors & images)

(o) (Ceoncd |

Open Web Location... Cir4shit+.
Open Fie... s
[~ D= Tl

Address:
164 Holland Strest
Zamendlle WA D242

Hame: Jene Doe

Empioyee I0: 1024255

SSH: 123456789

Aareas: 1 Wan 5
Apt a2

Fed Maral Status:  Single

Medford, MADZ158

= (5]

ity fiheas.hr. s iy 10000 sery et entseryiet frprodss Fov =starti | Cl Search ‘25‘150 L'Hﬂ'

Sty s Tufts Webmai

Wigw a Difersni Paymend
Help on printing your pay statement

Het Pay: 542525

Pay Begin Date: 05302004
B 0BMS2004
Click on File,then . ... ...or click onthe
select Print W Printer lcon
Dapartment: CH00001 - Human Resowrces H
Pay Rae: F1549 Hourly

1A Marital Status: Single

i & 2 | svemmmbmesc_nanimmenrsn, 101 e
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