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Viewing Pay and Tax Statements
Viewing and Printing Taxes and Pay Statements, Saving to Favorites
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Viewing Pay 
Information

To view your pay statements, 
Navigate to Myself > Pay > Pay & Tax 
Statements
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Viewing Pay 
Information –
Dashboard View

To view your pay statements, you may use the 
Dashboard view or the Pay Statement view. 

From the dashboard you can view the contents 
of the pay statement directly. 

Note: The dashboard defaults to the most 
recent pay statement.

To drill down into the details of the pay 
statement, you can: 

• Hover over the graph for the items you 
would like to view 

• Select the down arrows next to the 
appropriate section. 

• Select ‘expand all’ which will expand all 
categories.
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Viewing Pay 
Information – Pay 
Statement View

Producing a pay statement copy is 
simple. By following the steps below, 
you can view, download, and print a 
copy of your pay statement. 

•Select the pay statement you 
wish to view from the list on the 
left-hand side. 

•On the far right click the View 
Statement button. 
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Viewing Pay 
Information – View Pay 
and Tax Statements

Once you click the view statement 
button, a new window appears with 
the pay statement included. 

You will have the option to view on 
screen, download to a local location, 
or print this statement to a local 
printer.
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Viewing Pay 
Information – Printing 
Pay Statements

You may download or print the 
statement by placing your mouse on 
the icons in the top right-hand corner 
and clicking either the Download 
icon or the Print icon
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Viewing Pay 
Information – Saving to 
Favorites

To save time it is suggested to save 
frequently visited tasks to your 
favorites area. 

To do this, click the star icon on the 
far right of your screen. The system 
will automatically move this selection 
to your favorites area (star icon on 
the menu bar). 

Note: you can do this for many other 
activities as well.
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Viewing Pay 
Information – Saving to 
Favorites

Once saved, the Pay & Tax 
Statements will appear in your 
Favorites location. Simply click the 
star icon and verify that the favorited 
page is in the menu that drops down. 


