
ESS – Reviewing My Payslips

1. Select Me to display your  
employee functions

2. Click Pay
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3. Click the My Payslips Tile
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4. Your complete Payslips history is displayed on the left. To download select the payslip you wish to download and click the 
download icon.
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5. Click the .zip file to open the
downloaded payslips individually as a 
.pdf.

MM-DD-
YY_USOnlinePayslip.pdf

Note: The payslip will download to a  
.zip file.

Note: Accessing the pdf might vary
depending on the internet browser
you are using
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6. View the Payslip

End of Procedure
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