MY PAYSTUBS

FI0-01 | BUSINESS PROCESS PROCEDURE

FIO

The purpose of this Business Process Procedure is to explain how to navigate the Pay Statement within the

Fiori My Paystubs application.

Steps for accessing My Paystubs

1. Loginto Fiori and select the My Paystubs application tile located on the dashboard under the Employee

tab.
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2. A collection of all paystubs is displayed and can be viewed in detail using the navigation features on the

upper right of the screen.
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FIO-01 — My Paystubs

3. To filter on a specific year of pay statements, go to the Search Paystubs field and type in a year. For
example, type in “2019” and click Enter on your keyboard or click the Search magnifying glass icon.

Items (12) S| 201y ® aln = @& &

Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

12/23/2019 Regular payroll run 12/01/2019 — 12/31/2019 6,235.50 usD 3,018.99 usD 3,216.51 usD A =
11/27/2019 Regular payroll run 11/01/2019 - 11/30/2019 6,235.50 usD 2,975.85 usD 3,259.65 usp A =
10/31/2019 Regular payroll run 10/01/2019 — 10/31/2019 6,235.50 usD 2,975.84 usD 3,259.66 UsD A 1=
4. To delete the search criteria and go back to the full list, click the X in the Search field.

[tems (12) 2019 woE &S

Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

12/23/2019 Regular payroll run 12/01/2019 - 12/31/2019 6,235.50 usD 3,018.99 usp 3,216.51 usp 4 =

11/2712019 Regular payroll run 11/01/2019 — 11/30/2019 6,235.50 usD 2,975.85 usD 3,259.65 usD 4 =)

10/31/2019 Regular payroll run 10/01/2019 - 10/31/2019 6,235.50 usD 2,975.84 usp 3,259.66 UsD L =

5. To download a specific pay statement, click the Download PDF arrow in a column on the right side of
the screen.

ltems (12) S 2019 ®A N =B @ 8
Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019 /
12/23/2019 Regular payroll run 12/01/2019 - 12/31/2019 6,235.50 usD 3,018.99 usp 3,216.51 usp =
112712019 Regular payroll run 11/01/2019 - 11/30/2019 6,235.50 usD 2,975.85 usD 3,250.65us0 =
10/31/2019 Regular payroll run 10/01/2019 - 10/31/2019 6,235.50 usD 2,975.84 usp 3,250.66Us0 B
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FIO-01 - My Paystubs

6. Click on the downloaded file to open the PDF.

Items (156) Sea QN = BB &
Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2021

02126/2021 Regular payroll run 2/01/2021 - 02/28/2021 10,542.42 4,464.76 usD 607766 usD L @
0112912021 Regular payroll run 01/01/2021 - 01/31/2021 6,391.42 usD 2,899.21 usD 3,492.21 usp £

Payroll Year: 202

1212212020 2,937.17 uso 345425us0 L &
11/3012020 3.050.31 use 3,341.11 use X <&
1013012020 Regular payroll run 10101/2020 - 10/31/202 6,391.42 use 3,050.33 uso 334109us0 L @
0913012020 Regular payroll run 09/01/2020 - 09/30/2020 6,391.42 USC 3,050.32 usD 3,341.10 usC X @
08/31/2020 Regular payroll run 08/01/2020 - 08/31/202( 6,391.42 ust 3,050.31 st 33a1musp L S
0713112020 Regular payroll run 07/01/2020 - 07/31/2020 6,391.42 UsD 3,050.32 uso 334L10us0 L
06/30/2020 Regular payroll run 6/01/2020 - 06/30/2020 6,235.50 st 3,003.44 usc 3,232.06 st L S
05/29/2020 Regular payroll run 05/01/2020 - 05/31/2020 6,235.50 usD 3,003.44 usD 3,232.06 usD 4 e
04/30/2020 Regular payroll run 04/01/2020 - 04/30/2020 6.235.50 USD 3,003.45 usD 3,232.08 usp X 3
031312020 Regular payroll run 03/01/2020 - 03/31/2020 6,235.50 usD 3,003.44 usD 3,232.06 usD E (54
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FIO-01 - My Paystubs

8. Another way to print a pay statement is to click on the Print PDF icon in the column on the right side of
the screen.

Items (91) Search Paystubs Q N =B B &
Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2021 \

04/30i12021 Regular payroll run 04/01/2021 — 04/30/2021 4,178.75 usb 1,611.47 uso 2,567.28usp >
031312021 Regular payroll run 03/01/2021 - 03/31/2021 4,178.75 usp 1,611.47 usD 2,567.28usp = >
0212612021 Regular payroll run 02/01/2021 - 02/28/2021 4,178.75 usD 1,611.46 usD 2567.29usp = >
01/29/2021 Regular payroll run 01/01/2021 — 01/31/2021 4,178.75 usp 1,611.47 usp 2,567.28 usD i E‘F >

9. A popup window will appear. Click the Print button to print the pay statement PDF.

Print 1 sheat of paper

Drestination B EPSOM ET-3750 Series
: il Fages Al -

Copies 1

Colar Black and white -

More setlings L
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FIO-01 - My Paystubs

10. Click an arrow in the last column on the right side of the screen to open a pay statement. Click the back
arrow to go back.

< Q My Paystubs v

Items (12)

Pay Date [ Payroll Type
Payroll Year: 2019

12/23/2019 Regular payroll run
11/27/2019 Regular payroll run

Payroll Period

12/01/2019 — 12/31/2019

11/01/2019 — 11/30/2019

Gross Pay

6,235.50 USD

6,235.50 USD

2019

Deductions

3,018.99 usD

2,975.85UsSD

Take Home Pay

3,216.51 USD

3,259.65 USD

noBEE S
N‘
&, &

11. Click the Export to Spreadsheet icon in the navigation features to export a .xlsx file. Click the OK
button on the confirmation popup window.

Items (156) Search Paystubs Q o o= &
Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay \

Payroll Year: 2021

02126/2021 Regular payroll run 02/01/2021 - 02/28/2021 10,542.42 Usp 4,464.76 usD 607766 UusD L = >

01/29/2021 Regular payroll run 01/01/2021 — 01/31/2021 6,391.42 UsD 2,899.21 usp 34922100 4 = >

Payroll Year: 2020

1212212020 Regular payroll run 12/01/2020 — 12/31/2020 6,391.42 UsD 2,937.17 usp 345425 usp = >

11/30/2020 Regular payroll run 11/01/2020 — 11/30/2020 £,391.42 USD 3,050.31 usD 33411100 L = >
1013012020 Regular payroll run 10/01/2020 — 10/31/2020 6,391.42 UsD 3,050.33 usp 3341.09usp 4 = >
091302020 Regular payroll run 09/01/2020 — 09/30/2020 6,391.42 UsD 3,050.32 usp 334110usp 4 = >
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FIO-01 - My Paystubs

Confirmation

Do you actually want to export the table content to a spreadsheet?

—

Cancel

12. Click the .xlsx file in the download area of your browser window to open, and the Excel file is displayed.

< Q My Paystubs v

Items (156) Search P

Pay Date Payroll Type Payroll Period Gross Pay Deductions
Payroll Year: 2021
0212612021 Regular payroll run 02/01/2021 - 02/28/2021 0 2 st 4,464.76 us
012912021 Regular payroll run 10172021 - 01/31/2021 6.391.42 usD 2,899.21 usc
Payroll Year: 2020
1212212020 Regular payroll run 12101/2020 - 12/31/2020 6,391.42 Us 2,937.17 us
[ 11/30/2020 Regular payroll run 11/01/2020 - 11/30/2020 6.391.42 uso 3,050.31 usD
10/3012020 Regular payroll run 1010172020 - 10 6.391.42 us 050,33 uso
0913012020 Regular payroll run 09/01/2020 ~ 09/30/202 6,391.42 uso 3,050.32 usp
08131/2020 Regular payroll run 6.3 3,050.31 uso
071312020 Regular payroll run 6 3
063012020 Regular payroll run 06101 [
0512812020 Regular payroll ru 05/01/2020 -0 6 003.44 us
0413012020 Regular payroll run 6,235.50 uso -
031312020 Regular payroll run 6,235.50 uso 03.44 uso
—

Take Home Pay

6,077.66 us L =

349221 v

3,454.25 v 4

33Miuus0 4 2

3,341.09 usD

3,341.10 uso

334111 usD 4 2

3,341.10 us

323206us0 4 2

323206us0 L 2

3,232.05 us

o1}

3,232.06 uso

AutoSave export - Excel P Search (Alt+Q)
File Home Insert Page Layout Formulas Data Review View Help
ﬁj é& € Aial dn A A = =E 2| BweeTa General v =R @ Bac
[ Copy ~ g
Paste . . .= =|= . . o <0 o | Conditional Format as €
¥ Fom{}Painter ru S~ A === 5= ElVegetcens $-% 9 KRB Formatting ~ Table m
Clipboard & Font & Alignment & Number [Ff
Al & fe | PpayDate
A B | c | D | E | F .G | H L J | K L
1 |Pay Date leayroII Type |~ Payroll Period |- Gross Pay | ~|Ded 15 | - | Take Home Pay -~
2 | 22612021 Regular payroll rur 02/01/2021 — 02/28/2 s # 4,464.76 USD 6,077.66 USD
3 | 1/29/2021 Regular payroll rur 01/01/2021 — 01/31/2 #5888 # 289921 USD 349221 USD
4 | 12/22/2020 Regular payroll rur 12/01/2020 — 12/31/2 sk ## 2,937.17 USD 3,454.25 USD
5 | 11/30/2020 Regular payroll rur 11/01/2020 — 11/30/2 #E8aa8E ## 300031 USD 3,341.11 USD
6 | 10/30/2020 Regular payroll rur 10/01/2020 - 10/31/2 #5588 ## 305033 USD 3,341.09 USD
7 | 9/30/2020 Regular payroll rur 09/01/2020 — 09/30/2 ###Hts ## 3,000.32 USD 3341.10 USD
8 | 8/31/2020 Regular payroll rur 08/01/2020 — 08/31/2 ##H8aaE ## 305031 USD 334111 USD
9 | 7/31/2020 Regular payroll rur 07/01/2020 — 07/31/2 #E8a88% # 305032 USD 3,341.10 USD
10 6/30/2020 Regular payroll rur 06/01/2020 — 06/30/2 ##H#HH4 ## 3,003.44 USD 3,232.06 USD
11| 5/29/2020 Regular payroll rur 05/01/2020 — 05/31/2 #5588 ## 3,003.44 USD 3,232.06 USD
12| 4/30/2020 Regular payroll rur 04/01/2020 — 04/30/2 #5588 ## 300345 USD 3,232.05 USD
13 3/31/2020 Regular payroll rur 03/01/2020 — 03/31/2 ##H#Hk4 ## 3,003.44 USD 3,232.06 USD
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FIO-01 — My Paystubs

13. Click the Group your paystubs icon in the navigation features to change the Group order.

Items (156) Search Paystubs Q o N = &

Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay /

Payroll Year: 2021

02/26/2021 Regular payroll run 02/01/2021 - 02/28/2021 10,542.42 usp 4,464.76 usp 6,077.66 usD N =
01/29/2021 Regular payroll run 01/01/2021 - 01/31/2021 6,391.42 usp 2,899.21 usp 3492.21us0 L =
Payroll Year: 2020

1212212020 Regular payroll run 12/01/2020 — 12/31/2020 6,391.42 usp 2,937.17 usp 345425 usp L =
11/30/12020 Regular payroll run 11/01/2020 — 11/30/2020 6,391.42 usp 3,050.31 usp 3,341.11 usp ' =
10i30i2020 Regular payroll run 10/01/2020 - 10/31/2020 6,391.42 UsD 3,050.33 usD 3,341.09 usD 4 =
09/30/2020 Regular payroll run 09/01/2020 — 09/30/2020 6,391.42 usD 3,050.32 usbD 3,341.10 usD 4 =

14. Adjust the Group Order to Ascending or Descending or the Group By to Payroll Year, Payroll Type or
None and click OK.

Group

Group Order

Ascending  iie—
¢) Descending +ie—

Group By
®) Payroll Year -—
Payroll Type i

Mone

OK" | Cancel
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FIO-01 — My Paystubs

15. Click the Sort your paystubs icon to sort pay statements within the timeframe.

Items (156)

Pay Date

Payroll Year: 2021

02/26/2021

01/29/2021
Payroll Year: 2020

1212212020

11/30/2020

10/30/2020

09/30/2020

Payroll Type

Regular payroll run

Regular payroll run

Regular payroll run

Regular payroll run

Regular payroll run

Regular payroll run

Payroll Period

02/01/2021 - 02/28/2021

01/01/2021 - 01/31/2021

12/01/2020 - 12/31/2020

11/01/2020 — 11/30/2020

10/01/2020 - 10/31/2020

09/01/2020 — 09/30/2020

Gross Pay

10,542.42 usp

6,391.42 usp

6,391.42 Usp

6,391.42 usp

6,391.42 usD

6,391.42 UsD

Search Paystubs

Deductions

4,464.76 usD

2,899.21 usp

2,937.17 usp

3,050.31 usp

3,050.33 usD

3,050.32 usp

az[f]= & @

Take Home Pay

6,077.66 UsD

3,492.21 usD

3,454.25 usD

3,341.11 usD

3,341.09 usD

3,341.10 usD

\

|«

|«

|«

|«

|«

|«

16. You can Sort by Pay Date, Payroll Type, and several other options as well as Ascending or Descending.

N

Sort

I Sort Order I

Ascending

®| Descending

®| Pay Date
Payroll Type
Gross Pay
Deductions

Take Home Pay

OK

Cancel
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FIO-01 — My Paystubs

17. Click the Personalize the table appearance icon to customize the data that is displayed.

Items (156) Search Paystubs Q o N = @
Pay Date Payroll Type Payroll Period Gross Pay Deductions Take Home Pay \
Payroll Year: 2021

02/26/2021 Regular payroll run 02/01/2021 - 02/28/2021 10,542.42 usp 4,464.76 usp 6,077.66 usD N =
01/29/2021 Regular payroll run 01/01/2021 - 01/31/2021 6,391.42 usp 2,899.21 usp 3492.21us0 L =

Payroll Year: 2020

1212212020 Regular payroll run 12/01/2020 — 12/31/2020 6,391.42 usp 2,937.17 usp 345425 usp L =
11/30/12020 Regular payroll run 11/01/2020 — 11/30/2020 6,391.42 usp 3,050.31 usp 3,341.11 usp ' =
10i30i2020 Regular payroll run 10/01/2020 - 10/31/2020 6,391.42 UsD 3,050.33 usD 3,341.09 usD 4 =
09/30/2020 Regular payroll run 09/01/2020 — 09/30/2020 6,391.42 usD 3,050.32 usbD 3,341.10 usD 4 =

18. Click the various fields to select or de-select columns to display and click OK.

L

Columns
4 Saarch Q
All S
v Pay Date

v Payroll Type

v Payroll Period
For-Period for Payroll

ol Gross Pay

v Deductions

ol Take Home Pay

v Download

ol Print

0K Cancel
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FIO-01 — My Paystubs

19. Click My Paystubs to return to the previous screen.

< F o —

Items (156) earch Paystubs QZln = 68
Pay Date Payroll Period Gross Pay Deductions Take Home Pay

Payroll Type: Regular

0212612021 Regular payroll rur 02/01/2021 - 02/28/2021 10,542.42 s 4,464.76 uso 6,077.66 Us L &
0112912021 Regular payroll run 01/01/2021 - 01/31/2021 6,391.42 UsD 2,899.21 usp 349221us0 L &
1212212020 Regular payroll run 12/01/2020 - 12/31/2020 6,391.42 UsD 2,937.17 usp 3454.25us0 L el
113012020 Regular payroll run 11/01/2020 — 11/30/2020 6,391.42UsD 50.31 UsD 33atmuso L =]
103012020 Regular payroll rur 10/01/2020 — 10/31/2020 6,391.42 uso 3,050.33 uso 334109us0 L &
0913012020 Regular payroll rur 09/01/2020 - 09/30/2020 6,391.42 UsD 3,050.32 uso 334110us0 L &
0813112020 Regular payroll run 08/01/2020 - 08/31/2020 6,391.42 UsD 3,050.31 usp 33a11us0 L @
07/31/2020 Regular payroll run 07/01/2020 - 07/31/2020 6,391.42 usp 3,050.32 uso 334110us0 L 5]
0613012020 Regular payroll run 06/01/2020 — 06/30/2020 6,235.50 USD 3,003.44 usD 323206us0 L =]
05/29/2020 Regular payroll rur 05/01/2020 — 05/31/2020 6,235.50 usC 3,003.44 uso 323206 us0 L &
04/3012020 Regular payroll run 0 - 0413012020 323205usp L =
03/31/2020 Regular payroll run 03/01/2020 - 03/31/2020 6,235.50 USD 3,003.44 usp 323206us0 L B
0212812020 Regular payroll run 02/01/2020 - 02/29/2020 9,602.50 usD 4,011.83 uso 5590.67usp L =]
01/3112020 Regular payroll run 01/01/2020 - 01/31/2020 6,235.50 USD 3,003.44 uso 323206 us0 L &

Note: The pay statement will not be available to view until payday.

Change Record

8/16/21 — Initial BPP created — Mayuri Surati
2/8/23 — Updated screenshots and formatting — A. Durrence
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