Printing the Online Pay Statement using Internet Explorer Version 7

Users with Internet Explorer Browser version 7 can use the instructions below to print the pay
statement. Your pay statement will not fit on one piece of paper.

Log into your Employee Self Service Account.
Click on the left menu “Employee Self Service”
The Employee Self Service page will be displayed
Click “View Paycheck”
Once your online pay statement is displayed:
1: Please make sure you know the location of the printer the PC will print to
2: Click on the browser menu where it says ‘File’

3: Select ‘print preview’ Print Preview page will be displayed. The correct settings are
highlighted below. (For Internet Explorer V 7.x Windows Vista)
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Once your settings are selected, click the printer icon in the left corner and the pages you have
displayed will print.



Printing the Online Pay Statement using Internet Explorer Version 8

TO QUICKLY PRINT WITH INTERNET EXPLORER 8
Log into your Employee Self Service Account.

Click on the left menu “Employee Self Service”

The Employee Self Service page will be displayed

Click “View Paycheck”

Once your online pay statement is displayed:

1: Please make sure you know the location of the printer the PC will print to

2. Click the printer icon on the right side of the browser

m View Paycheck - Windows Intermet Explorer

lo]ees
@@v ‘@ hitps//erecruit-uat peoplesoftstatent. us/psp/SELFSERVICE/EMPLOYEE/HRMS/c/ROLE_EMPLOYEERPY_IC_PAY_INQ.GBLINAVSTACK=ClearftPORTALPARAM PTCNAV=HC_PY IC_PAY INQ GBLAEOPP SCNode=HRMSBEQ! v ﬂ “9‘ XH 54 Googl Py
File View Favortes Tools Help
¢ Favorites ‘ 5 B Suggested Sites v @] Windows Anytime Upgrade ] Web Slice Gellery = v
| & View Paycheck

fr B v m v Pager Sfeyr Took @) ’

oracie
Home | AddfoFavories | Signou

Favortes : Mein Menu > Employee§e|f Senvice > Payroll and C'ompensation y View Paycheck

Hel | Customize Page |,

Alternate method to print your pay statement:
e Click on the browser where it says “Edit”, then
o Click “Select All” then
e Click on the browser where it says “File” then
e Click “Print...”

If you experience issues printing, please contact the Department of Human Resources
Employee Support Center by calling (802) 828-0407 press 1 at the Options menu then press 1
at the secondary menu options, or your local IT support.



