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New Employee Course - Level 1
Employee Self Service

View and Print Your Paystub

View and Print Your Paystub
Procedure

In this lesson you will learn how to view and print your pay stub.

Payroll & SSO Payroll & Employee Work Center Employee Development Center Recruitment & Selection Center
Financial Center Financial Center
Logon ID: . e Liad F rams
fil R > HR Pastiners: How do Forgot Passwdrd orgot Password
EWE Help: 402.471.6236 EDC Help: 4024716234

Forgot Password
PRC Help: 6024714636

My Career My Benefits My Impact My Resources

Step Action

1. Go to LINK.NE.GOV and click the View my Paycheck link.
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ORACLE’ D Edwards 04PDO03

User ID

Password

» Details

Forgot Password/User ID Disabled
This system is intended for limited (authorized) use and is subject to company policies.

2020, Oracle and/or its affiliates. Oracle and Java are registered trademarks of Oracle and/or its affiliates. Other names may be trademarks of their respective owners. Intel and Intel Inside are trademarks or]
ks of Intel Corporation. All SP/ lemarks are used under license and are trademarks or registered trademarks of SPARC International, Inc. AMD, Epyc, and the AMD logo are trademarks or
X is a registered trademark of The Open Group.

Step Action

2. Enter your User ID in the User ID field.
User ID | |

3. Click in the Password field.
Password | |

Enter your password in the Password field.

Click the Sign In button.

6. Your pay stubs will be listed with the most recent at the top. You can select the
pay stub you wish to view by clicking on that pay stub's radio button.

Click the Radio Button for the pay stub you wish to view.

7. To view the pay stub you selected click the Pay Stub Review / Print button.

Pay Stub Review [ Print

8. Your pay stub information will be displayed for you to review.
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ORACLE" 1D Edwards Enterpriseone Roles + Personalization = Help PEEP, LITTLEBO  [1PY910] Sign Out

Pay Stub Review and Print -

¥ B ook

rint Pay Stub (]

Click Here to Print this stub

State of Nebraska -- pay stub Information
DEPT. ADMIN, SERVICES-ACCOUNTING

P.O. BOX 94664

LINCOLN, NE, 68509-4664

Employee Number 123456
Employee Name PEEP, LITTLE BO

123 DRURY LANE
NOWHERE, NEBRASKA 11111

Check Number Route Pay Period End Date Check Date
84574 6500200000 11/02/2014 1112/201%
vio
Pay | Accrusl Description  Hours "I S0 VD peduction Description Qurrent LG
REGULAR PAY Gross Wages
SICK PAID FEDERAL INCOME TAX
HoLIDAY FEDERAL SOC SEGWITHHELD
BasiCUFEINS FEDERAL MEDICARE WITHHELD
RETIREMENT NEBRASKA STATE INCOME TAX
VAGATION HOURS EARNED RETIREMENT
SICK HOURS EARNED OPTIONAL LIFE TNS.

* Sick Taken/Avaiable BW ADED
* Vacation Taken/Avaisble *

Gross Pay Deductions Net Pay

Click Here to Print this stub

Step Action

9. If you would like to print the pay stub click the Click Here to Print this
stub link.
Click the object.

Click Here to Print this stuk

10. After clicking "Click Here to Print this stub" a second window with your pay
stub will open as well as a Print prompt window.

Page 3



Training Guide
New Employee Course - Level 1

AdministrativeSe

@ j D=2 JDE_HTMLCLIENTE1 &elservice - Windows Intemet Explorar [F=NETNE
State of Nebraska -- Pay stub Information
DEPT. ADMIN, SERVICES-ACCOUNTING
P.O. BOX 94654
LINCOLN, NE, 68509-4664
Employee Humber 123456
Employee Name B, LD =
o -
123 DRURY LANE
NOWHERE, NEBRASKA 11111 Generel | Options
Select Printer
Check Number Route ~
84574 6500200000 9 ACTGCN4045_1309 on stneprt0] EiFax
9 ACTGCNS050_1314 on stnepril 1 Microsoft XPS Documen
8 ACTGCNS070_1302 on stnepridl =1 Send To OneNote 2010
. Hourly
Pay [ Accrual Description Hours
o = ] [} *
REGULAR PAY I
i im: Ea:cy rting - Capitol Rm 1302 Fprtote
cation: -Accouting - Capito
HOLIDAY
oo e s Commert:  AS-Accourting - Capiol Am1302
RETIREMENT
VACATION HOURS EARNED Page Range
SICK HOURS EARNED @A Mumber of copies: 1 |+
* Sick Taken/Avaiable * Selection Curent Page
*= Vacation Taken/Available * _
) Pages 1 Collate
2131 23
Gross Pay Deductions Enter either 2 single page number or a single: 1 1
page range. For example, 512
®100% v

Step

Action

11.

Make sure the proper printer is selected.

After selecting your printer click the Print button.

Prirt

12.

After clicking the Print button your pay stub will print at the printer you selected.
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JDE_HTMLCLIENT&e1

,

State of Nebraska -- Pay stub Information
DEPT. ADMIN, SERVICES-ACCOUNTING

P.0. BOX 94664

LINCOLN, NE, 68509-4664

Employee Number 123456
Employee Name PEEP, LITTLE BO.

123 DRURY LANE
NOWHERE, NEBRASKA 11111

Check Number Route

Pay Period End Date Check Date

84574 6500200000 11/02/2014 11/12/2014
e Hourly  Gross  VTD . Current

Pay [ Accrual Description Hours MOV = '+ Deduction Description
REGULAR PAY Gross Wages
SICK PAID FEDERAL INCOME TAX
HOLIDAY FEDERAL SOC SEC WITHHELD
BASIC LIFE INS FEDERAL MEDIGARE WITHHELD
RETIREMENT

NEBRASKA STATE INCOME TAX
VACATION HOURS EARNED RETIREMENT

SICK HOURS EARNED OPTIONAL LIFE INS,

= Sick TakenfAvaisble BW AD&D

= Vacation Taken/Avaiable *

Gross Pay Deductions Net Pay

Amount

¥1D

®100% -

Step

Action

13.

Click the Close (red X) button of the Pay Stub window.

ORACL E DEdwards

Print Pay Stub

v X

IDI}].E
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ORACLE" 1D Edwards EnterpriseOne

Roles + Personalizaton =

PEEP, LTTTLEBO [PYS10]  Sign Out

Pay Stub Review and Print - Print Pay Stub

¥ B ook

State of Nebraska -- pay stub Information
DEPT. ADMIN, SERVICES-ACCOUNTING

P.O. BOX 94654

LINCOLN, NE, 68509-4664

Employee Humber 123456
Employee Hame PEEP, LITTLE BO

123 DRURY LANE
NOWHERE, NEBRASKA 11111

Gross Pay Deductions Net Pay

Click Here to Print this stub

Check Number Route Pay Period End Date Check Date
84574 6300200000 11/02/2014 11/12/2014
vio
Pay [ Accrusl Description  Hours "ert S0 VTP peduction Description Qurrent LS
REGULAR PAY Gross Wages
SICK PAID FEDERAL INCOME TAX
HoLIDAY FEDERAL SOC SEC WITHHELD
BASICUIFE INS FEDERAL MEDICARE WITHHELD
RETIREMENT NEERASKA STATE INCOME TAX
VAGATION HOURS EARNED RETIREMENT
SICKHOURS EARNED OPTIONAL LIFE NS,
* Sick Taken, ilable * BW AD&D
* Vacation Taken/Available *

Click Here to Print this stub

@ @ &

o)

ervices

Step Action

14. When you are finished reviewing and/or printing the pay stub click the green

check mark.

Print Pay Stub

WX Tools

ORACL & D Edwards

15. When you are finished click the red X.

W X Tools

ORACLE 1D Edwards

Print Pay Stub

16.

End of Procedure.
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View and Print Your Paystub in CSV Format
Procedure

This lesson will show you how to view and print your pay stubs within the Payroll & Financial
Center in the CSV format.

mpda SSO Payrolt & Employee Work Center Employee Development Center Recruitment & Selection Center
Financisl Center  Financial Center
ﬁm:nurh:;mne HR Patiners: How do L Forgot Passindrd Forgot Password

EWC Help: 402.47).62346 EDC Help: 4024716234

Forgot Password
PEC Help: 4024714636

st epbdgbe

My Career My Benefits My Impact My Resources

Step Action

1. Go to LINK.NE.GOV and click the View my Paycheck link at the bottom of the
page.
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ORACLE’ D Edwards 04PDO03

User ID

Password

» Details

Forgot Password/User ID Disabled

This system is intended for limited (authorized) use and is subject to company policies.

Oracle and/or its affiliates. Oracle and Java are registered trademarks of Oracle and/or its affiliates. Other names may be trademarks of their respective owners. Intel and Intel Inside are trademarks or]
Intel Corporation. All S marks are used under license and are trademarks or registered trademarks of SPARC International, Inc. AMD, Epyc, and the AMD logo are trademarks or
is a registered trademark of The Open Group.

Step Action

2. Enter your User ID in the User ID field.

Step Action

3. Click in the Password: field.
| |

Step Action

4. Enter your password in the Password field.

5. Click the Sign In button.

Page 8



;’“Q, Training Guide
A..,......,.,.&ﬁ.,;\.‘;,,; New Employee Course - Level 1

ORACLE" 1D Edwards Enterpriseone Roles + Personalization + Help PEEP, LITTLEBO  [1PY210] Sign Out

RecentReports v Favorites

Pay Stub Review and Print - Work With Pay Stub History Query:[AlRecords [ v] [@ [
@ ¥ E rom B row B 100k

Employes Identification TRAININGID Pay Stub Review / Frint

From Check Date: -

Through Check Date

Records 1-5 Customize Grid o

Employee Alpha Employes Alternate Check Check
Number Name TaxID Number Date Control
® 007  PEEP,LTTIEBO 123456789 090372014 F—
007 PEEP, LITTLEBO 123456789 08/20/2014 6804485
Open Applications Recent Reports 1) Favorites <«

W Work With
oM pay Stub ...

Step Action

6. Your pay stubs will be listed with the most recent at the top. You can select the
pay stub you wish to view by clicking on that pay stub's radio button.

Click the Radio Button for the you wish to view.

7. Click the Select button (green check mark).

ORACLE DEdwards

Work With Pay 5tub History

|\/ ) X { Form — PRow Tools

8. This will bring up your pay stub information for the date you selected.
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ORACLE" 1D Edwards EnterpriseOne

Roles »  Personalzation ~  Hep

PEEP, LITTLEBO  [1PY910]

Sign Out

Pay Stub Review and Print - Pay Stub History Information (A
¥ B rorm BH row BB Tooks
Employee Number 007 PEEP, LITTLE BO Route 6500250100 Pay Stub Review / Frint
Check Date 08/20/2014 Pay Period Ending Date 08/10/2014 CheckNo.  gaags
Recards 1-8 Customize Grid ]
Pay | Pay/Acaual Hourly | Gross YD DBA | Deduction Current ¥TD Gross
Seq. | Type | Description Hours Rate ay Amount Code | Description Amount Amount
® ip REGULAR PAY GROSS WAGES
2p HOLIDAY FEDERAL INCOME TAX
3 BASIC LIFE INS FEDERAL SOC SEC WITHHELD
4 RETIREMENT FEDERAL MEDICARE WITHHELD
5 'VACATION HOURS EARNED NEBRASKA STATE INCOME TAX
6 SICK HOURS EARNED RETIREMENT
7 * SICK TAKEN/AVAILABLE * OPTIONAL LIFE INS.
O 8 *VACATION TAKEN/AVAILABLE * BW AD&D
< >
Gross Pay - Deductions = NetPay
Open Applications Recent Reports 1) Favorites <«

Home

Pay Stub
History I...

Step

Action

If you would like to print the pay stub information the first step is to click the

Form button.

Click the ROW button.

Work With Pay Stub History

'y h 4 t,, Fom

L

Eow

Tools

Employee Identification
From Check Date
Through Check Date

Records 1-10 > A

7@ Employee

averires

Row

Pay Stub Info

Print CEV

Attachment

10.

Click the Print CSV menu.
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ORACLE D Edwards

Printer Selection Personal Form: |(No Persuna\izaﬁﬂn)ﬂ ? X

v X, Eom Tools

Printer Selection =~ Print Property  Document Setup  Advanced

Printer Name QGPL/ONEWORLD
Printer Location EDGE DEFAULT
— g ,f’ Printer Model LASER
p-t Number of Copies 1] »  Range:1-9809
S—
Step Action
11. Note: Clicking OK does not send your pay stub information to the printer. It

sends it to a job queue where you can open the document and then print it. The
following steps will detail how to open and print the document.

Click the OK button (green check mark).

ORACL € DEdw:

Printer Selection

W X Y Form Tools
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ORACLE DEdwards

Work With Pay Stub History

W ) X| H, Fom -f Row Tools

Employee Identificati Faverites

From Check Date
Through Check Date . * *™"
Submitted Jobs

Records 1-10 2 %%
Step Action
12. Click the Form button.
13. Click the Submitted Jobs menu.
14. The top row should be the most recent document you sent to the job queue.

Make sure the Description says DONE. If it does not say DONE (it could say
WAITING or PROCESSING) click the Find button (magnifying glass) at the
top of the screen until the status changes to DONE.

ORACLE" IDEdwards

Submitted Job Search Personal Form: |(No Personalization) |+ | Query: [All Records  [v]| T &
v “‘ x 5, Form Row Tools
User ID TRAININGID
Records 1-10 > 3 £ [*wsiNOPRINT  [v] T
O é:f;m Job & Report Name Version Title Job# = Status © ]?)t:t:ﬁs
D E: FR:581183_NIS0001 Print Check Stub History €SV Check Stub Print 3254969 D DONE

Step Action
15. Click the Check Box of the top line.
[
16. Click the Row button.
17. Click the View CSV menu.
L view csv |
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Roles +

ORACLE’ 1D Edwards EnterpriseOne

Persondlization +  Help  PEEP,LOTTLEBO [IPV910]  Sign Out

Pay Stub Review and Print - Submitted Job Search Query:[All Records [~ @
« & [ ¥ E rom B row B Tools
User ID TRAININGID
Records 1-1 Customize Grid [WSINOPRINT | v =]
. . | stats ., |Datelb Time Job Date Last Time
Job ¥ Jb# | Staus ¥ | Detais User ¥ | submitted ¥ Submitted Actiity Act
R581183_NIS0001_16898_PDF 16898 D DONE TRAININGID 04/27/2015 1%:48:25 04/27/2015 14:48
>
Do you want to open or save R581183_NIS0001_10456_PDF.csv (836 MB) from pfepy.ne.gov? Open Save |~ | Cancel
Step Action
18. Click the Open button.
Open
(] 9 - & - [S—. o R581183_NIS0001_10456_PDF.csv - Microsoft Excel e = =
Home | Insert  Pagelayout | Formulas | Data  Review  View @ o
i i B YA A =] ®- = . *:I 7 Semhset- X - W
Calibri 11 A A A S Generl = ﬁ‘fd gd e - | - 7 ﬁ
GEILEE S S 0|83 gome o G | oo LY R
Clipboard 1 % Alignment % Humber £ Styles Cells Editing
AL - f | state of Nebraska Employee Earnings Records v
A B c D E F G H [ J K L M N o =
1 [state of Nebraska Employee Earnings Records E
2 |DEPT. ADMIN. SERVICES-ACCOUNTING
3 P.O. BOX 94664
4 |LINCOLN, NE 68509-4664
5 RS81183
6 | s
7 Route: 6.5E+09
8 CheckNo: 6804485
9 Check Dat 8/20/2014
10 PEEP, LITT 123456789 Employee Number
11 123 ROAD
12 LINCOLN, NE 12345
13 ***PERIOD EARNINGS
14 Period Ear Hours Rate Amount  Year to Date
15 REGULAR | TLRAXX  XKKK XKXX
16 VACATION BXNXX XNXX XXX
17 SICK PAID XXXX
18 HOLIDAY XXX
19 HEALTH INS XHKX XK
20 BASICLIFEINS XHHXK XXX
21 RETIREMENT XHXX XXX
22 VACATION HOURS EARNED  XX.XX  XX.XX
23 SICK HOURS EARNED XHHXK XXX
24 * Sick Tak( 20 XX.XX
25 *Vacatior 40 XX.XX
26 ***DEDUCTIONS
27 Descriptic Current An ¥TD Gross -
W 4 » M| R581183 NISO001_10456_PDF  #J 4] [ | (20}
Ready | |[EE @ 100% o) y] (3)
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Step Action

19. Click the upper left hand corner of the spreadsheet..
20. Double-click the line between column A and B.
21. The CSV document containing your pay stub information will be displayed.

Depending on your version of Excel you can print the document by clicking on
the windows icon in the upper left hand corner and then click Print, or you will
click File and Print.

22, Click the Close button (red X).

ORACL & DEdwards

Submitted Job Search

w4 ] el W S Form S Row Tools

23. Click the Don't Save button.

Step Action

24. Click the Close button until you exit from EnterpriseOne.

25.
End of Procedure.
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