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Training Guide
View and Print Your Paystub

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

Your LINK to Administrative Services

LINK gives you the power to access the information and
programs you need.

2%

UPDATES

Payroll & Financial !
Center :
Payroll access ‘
Address book |
AP, AR, B GL
Budget :
Furchasing & Fixed assets |
Forgot Pagsword?

Hot links

= Review Leave Balances
» Wiew Paystub
u Miew Wi-d

Center

| = View personnel data

Wellhess & Benefits

= Resources
» UHC-Nebraska Support

News & Updates

The Ernployes Work Center will he

down for Upgrades from Friday, Mov.

2 at 7 pom. until Saturday, Mov. 3 at

Bam

Important Infarmation Concerning Health Insurance Premiums Find out rmore now!

Employee Work Career Center

| = Review Stats job postings
i = Apply for a position

: Find resources for job
seekers

= Update your contact
information

I m
» Editand update positions |

w Create stafing reports :

Help

= User Guides MEW
n asli 0o

= UHC-MemberiWehsite

= Help Desk (402) 4716234

! Recruitment &

i Development Center

Sign up for training
Assign training
Complete performance
evaluations

Create succession
planning {coming soon)

Puost State johs

Adobe Flash Player 10.1.53 and IE 7 or greater is needed to

Selection Center

Review applications
Create selection criteria
and screening tools
Schedule inteniews

access LINK training and the Ermployvee Work Center. Flash Player
Install Guide » Accessihilit: Log in to the Emplovee Work Center.

>

o Trusted sites 4y -

H100%

Action

Wiewy Paystuhb

Go to LINK.NE.GOV and click the View Paystub link.
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View and Print Your Paystub Adeinistrativaser vces

ORACLEG JD EDWARDS ENTERPRISEONE

_
userip: |
Password:
[[] Remember my sign in information

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

Copyright ® 2003-2008, Oracle and/or its affilates. Allrights reserved. Orack i a registered trademark of Oracie Corporation andior

its affiiates. Other names may be trademarks of their respective owners.

/ Trusted sites dh v H0w v

Step Action
2. Enter your User ID in the User ID field.
3. Click in the Password: field.
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.
%:k 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
Your pay stub information will be displayed for you to review.
If you would like to print the pay stub click the Click Here to Print this stub link.
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.
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’y
.4 start

Print Pay Stub ] [La)
OK  Cancel Tools
a
Click Here to Print this stub
State of Nebraska -- Pay Stub Information
DEPT. ADMIN. SERVICES-ACCOUNTING
P.0. BOK 94664
LINCOLN, NE, 68508-4654
Employee Mumber 576879
Ernployee Mame PEEP,LITTLE B
934 § 32ND BT General | Dptions|
LINCOLN, NE, B8510-3228 T] IR ~
Check Number Route Y = i ,Lé ,Lé ~
70414348 65077508 ) N
Microsoft ¥PS MISCN3200BW! NISCH3Z00... NISCH3Z00...
Document ... on NISDCO3 onMISDCO3  onstnpridl ¥
3] £
H
Fay / Accual Description Hous " Status. Fready [ Pint to fie
Lacation: AS-becaunting NIS - Capitol A1 308 =
REGLLAR PAY 800 8y Comment; AS-Aecounting NIS - Capitel Rl 308
Page Range
[OF1] Number of copies: [1 %
i heckDate
Selection () Current Page
Gross Pay Deduction O Pages: Collate ] G/26/2008 2
-761.60 14813 Enter either 2 single page number or a single 'E | 3
|| pagerange. Forexample, 512 - =
D i3 - H100% -
Pt | [ Cancel | [ mppb |
v

Step Action

11. Make sure the proper printer is selected.

After selecting your printer click the Print button.
Frint

12.

After clicking the Print button your pay stub will print at the printer you selected.
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Print Pay Stub

OK  Cancel Tools

=

Click Here to Print this stub

State of Nebraska -- Pay Stub Information
DEFT. ADMIN. SERVICES-ACCOUNTING

P.O.BOX 04664

LINCOLM, NE, 68509- 4664

Employee Mumber 576879

Ermployee Name PEEP, LITTLE BY Fie Edt ¥ew Favorites  Tools  Help
934§ 32ND 8T % @yComvert - B Select
LINCOLM, NE, B3510-3228 -~
Check Number rote || State of Nebraska -- Pay Stub Information
70414348 6507750900 DEPT. ADMIN. SERVICES-ACCOUNTING

P.O. BOX 94664

LINCOLN, NE, GB508-4664
Fay f Acerual Description Hours

Employee Mumber 578579 | )
REGULAR PAY 8000 0.8 Employes MName PEEP, LITTLE BO

434 832ND 8T

LINCOLN, ME, 68510-3228

Check Number Route E:é%ﬂ;d CheckDate
Grass Pay Deductiond] 70414348 507750900 08/16/2009 0812602008 .
-761.60 RECRERN (P I 5

Done ./ Trusted sites 43 - ®ioow -

Step Action

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

3

Print Pay Stub

oK Cancel Tools

Click Here to Print this stub

State of Nebraska -- Pay Stub Information
DEPT. ADMIMN. SERVICES-ACCOUNTING

P.O.BOX 04664

LINCOLN, NE, 68909-4664

Ernployes Mumber 576878
Employee Mame FEEF, LITTLE BO
934 5 32MD ST

LINCOLMN, NE, 68510-3228

Check Number Route [Rep [P GCheckDate
End Date
70414349 6507750900 08/16/2009 08/26/2009
¥TD
Pay/ Acerual Deseription Hours H;‘;’.‘Z G::S Am:uTnDt Daduction Description Acmu'ﬂri:: Gross
U Amount
REGULAR PAY 8000 9520 76160 Gros Wages 76160 0.00
FEDERAL INCOME TAX -60.62 0.00
FEDERAL SOC SEC WITHHELD -a7.22 0.00
FEDERAL MEDICARE WITHHELD 1104 0.00
NEBRASKA STATE INCOME TAX 2425 0.00
Gross Pay Deductions Met Pay
-7B1.60 -14913 -612.47
ud
< | >
il / Trusted sites Sy v Hiowm -
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Step Action

14. When you are finished reviewing and/or printing the pay stub click the OK button.
15. When you are finished click the Close button.

EnterpriseOne application is closing

Windows Internet Explorer

9 The webpage you are viewing is trying ko close the window.
< B T b e e
Dane /' Trusted sites Sh v Ri00% -
Step Action
16. You will get a notice that the Payroll & Financial Center application is closing and

will be asked if you wish to close the window.

Click the Yes button. This signs you out of the Payroll & Financial Center and ends
your session.

Note: If you click No you will still be signed out of the Payroll & Financial Center.
[ Es l

17. You have successfully completed this lesson.
End of Procedure.

View and Print Your Paystub in CSV Format
Procedure
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View and Print Your Paystub Administrativeserces

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

[

Your LINK to Administrative Services News & Updates
LINK gives you the power to access the information and The Employee Work Center wil be
down for Upgrades from Friday, Mov.
i * programs you need.
2 at 7 pom. until Saturday, Mov. 3 at
o K Bam
LINK
oe

UPDATES Irmportant Infarmation Concerning Health Insurance Premiums Find out rmore nowd!

Payroll & Financial : Employee Work Career Center : ploy: i Recruitment &

Center ! Center | ] . ! Development Center : Selection Center
_— . | = Review State job postings | i

Payroll actess | = Update your contact " w Applyfor a posttion " w Signup for training i PostState jobs

Address book information . w Findresources forjol ‘ Agsign training Review applications
AP, AR, B GL | w View personnel data | seskers | w Complete perormance  w Create selaction criteria
Budget ! = Editand update positons | | evaluations t andsereening fools

Purchasing & Fixed assets Create stafing reparts ! Create succession i Schedule interviews
Forgot Password? | ‘ ‘ planning {coming soon)

o | Budget | Buiding

Hot links Wellness & Benefits Help Adabe Flash Player 10.1.63 and IE 7 o greater is needed ta

5 access LINK training and the Employvee Work Center. Elash Player
o Rl e Baduies = Brodees o sl Sundes 1 Install Guide s Accessibility: Lo in to the Employes Watk Center.
= Wiew Paystul = UHC-Nebraska Support " a
n Wigw Wi-4 » UHC-MermberWebsite n Help Desk (402) 471 6234

< Trusted sites Sy v Hiowm -

Step Action

1. Go to LINK.NE.GOV and click the View Paystub link at the bottom of the page.
= Miewy Paystub
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ORACLEG JD EDWARDS ENTERPRISEONE

li
I,

2 Y

userip: |
Password:

[[] Remember my sign in information

w5

Copyright € 3-2008, Oracle and/or its affilates. All rights re ed. Oracle is a registered trademark of Oracle Corporation andior

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

its affiliates. Other names may be trademarks of their resper ners.

Done / Trusted sites

v Hlow -

Action

Enter your User ID in the User ID field.

ORACLE" JD EDWARDS ENTERPRISEONE

2 Yl

UserID: |[trainingid|
Password:

[[]Remember my sign in information

)

o

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

dlor its affilates. Al right Oracle is a registered trademark of Oracle Corporation andior

its affilates. Other names may be trademarks of their res ners.

Dane <+ Trusted sites

Gh v Hloon <
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Step Action

3. Click in the Password: field.

ORACLG" JD EDWARDS ENTERPRISEONE

i Sy

UserID: |[trainingid|
Password:

[]Remember my sign in information

[

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

Oracle is a registered trademark of Oracle Corporation andior
s.

<+ Trusted sites

Gh v Hloon <

Step Action

Enter your password in the Password field.

5. Click the Sign In button.
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View and Print Your Paystub

PEEP, LITTLE BO [JFY800]

© Sign Out

Pay Stub Review and Print - Work With Pay Stub History 6]
Select Find Cose Row Tooks

v @ X B B’

Employee Identification UATTRAINT Pay Stub Review | Print
From Check Date §

Through Check Date =

Records 1-10 Customize Grid =]

Employee Alpha Alternate Check Check
Humber Name Number Date Control
® 576979 PEEP, LITTLE BO 03/24/2010 44809458
(2] 576979 PEEP, LITTLE BO 08/26/2009 44799667
(3] 576979 PEEP, LITTLE BO 08/26/2009 44799675
(2] 576979 PEEP, LITTLE BO 08/26/2009 44799624
(3] 576979 PEEP, LITTLE BO 05/20/2009 44789135
(2] 576979 PEEP, LITTLE BO 05/20/2009 44789127
(3] 576979 PEEP, LITTLE BO 05/20/2009 44789143
(2] 576979 PEEP, LITTLE BO 04/23/2008 17843440
(3] 576979 PEEP, LITTLE BO 04/09/2008 17327322
(2] 576979 PEEP, LITTLE BO 03/26/2008 16892750
Done o Trusted sites dh v H00w v

Step

Action

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.

Click the Select button.

This will bring up your pay stub information for the date you selected.
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ORACLE, JD EDWARDS ENTERPRISEONE

Pay Stub Review and Print - Pay Stub History Information o
Cbse Form Row Tools
X B B
Employee Number 576979 PEEP, LITTLE BO Route ‘ESB??SBQDD Pay Stub Review / Print
Check Date 05(26/2009 Check No. 70414349
Records 1-5 Customize Grig =]
Pay  Pay/Accrual Hourly  Gross ¥T0 DBA  Deduction Current ¥TD Gross
Seq. Type Description Hours  Rate Pay Amount  Code Description Amount  Amount
@ 1 REGULAR PAY 8000- 9520 761.60- GROSS WAGES 761,60
fe] 2 FEDERAL INCOME TAX -86.62
Q 3 FEDERAL SOC SEC WITHHE 4722
fe] 4 FEDERAL MEDICARE WITHH... -11.04
Q 5 NEBRASKA STATE INCOME T 2425
< >
Gross Pay 761.60- - Deductions 14913 = NetPay 612.47-
Done [ + Trusted sites Gh v H00w v
Step Action
9. If you would like to print the pay stub information the first step is to click the Form

button.

Click the Form button.

10. Click the Print CSV menu.
[ Print CSV |
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ORACLE" 1o EDWARDS ENTERPRISEONE . E; [j;i}u”‘]
Printer Selection @
%( c;;|<cej Eﬁm IEB
Printer Selection  Print Property = Document Setup | Advanced
Printer Name |aePLIONEWORLD
Printer Location |N\S
Printer Model |Laser
Number of Copies ,17 Range: 1-9999
Done [ + Trusted sites dh v H0w v
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.
=
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ORACLE" 1o EDWARDS ENTERPRISEONE -

Sig

Pay Stub Review and Print - Pay Stub History Information
Cose Form Row Tools
X B =
Employee Number 576979 PEEP, LITTLE BO Route ‘ESB??SBQDD Pay Stub Review / Print
Check Date 05(26/2009 Check No. 70414349
Records 1-5 Customize Grid @
Pay  PaylAccrual Hourly ~ Gross ¥TD DBA  Deduction Current YTD Gross
Seq. Type Description Hours  Rate Pay Amount Code  Description Amount Amount
® 1 REGULAR PAY 80.00- 9520 761.60- GROSS WAGES -761.60
(.2) 2 FEDERAL INCOME TAX -66.62
(9] 3 FEDERAL S0OC S8EC WITHHE -47.22
(.2) 4 FEDERAL MEDICARE WITHH... -11.04
(9] 5 NEBRASKA STATE INCOME T. -2425
< B
Gross Pay 761.60- - Deductions 14913 = NetPay 612.47-
Done / Trusted sites Gh v H00w v

Step Action

12. Click the Form button.

El

13. Click the Submitted Jobs menu.
| Submitted Jobs |

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 at the top of the screen until
the status changes to DONE.
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View and Print Your Paystub

Pay Stub Review and Print - Submitted Job Search
Select Find Delete Close Row Tools

v @ 1 X B Bk
Host ’*7
UserID TTRAIN1
Job Queue ’~7

Records 1-17 Customize Grig a

[ [
[ Sbmit Date Job Time Job
Type  Queue Submitted Submitted Process ID Status Description Type  User Job Details

O av QUICK 031712010 11:55:50 470221 D DONE UBE UATTRAIN1 R581183_NIS0001_199
|Bev RBATCH 01/19/2010 12:15:27 416658 D DONE UBE UATTRAINT R5741001_NE299001_7
O av RBATCH 01/18/2010 12:13:07 416649 D DONE UBE UATTRAIN1 R5741001_NE299001_7
|Bev RBATCH 01/19/2010 12:10:24 416644 D DONE UBE UATTRAINT R5741001_NE299001_7
O av RBATCH 01/15/2010 16:30:55 415071 D DONE UBE UATTRAIN1 R5741001_NE299001_7
|Bev QE810 01/15/2010 09:15:43 414577 D DONE UBE UATTRAINT R41412_ZJDE00O1_14(
O av QEB10 01/15/2010 09:15:21 414574 D DONE UBE UATTRAIN1 R41412_7JDE0001_14(
|Bev QE810 01/14/2010 15:57:11 414183 D DONE UBE UATTRAINT R41412_ZJDE00O1_13¢
O av QEB10 01/14/2010 15:55:28 414174 D DONE UBE UATTRAIN1 R41412_7JDE0001_13¢
|Bev RBATCH 01/14/2010 14:18:36 414096 D DONE UBE UATTRAINT R41413_NIS0001_1392
O av RBATCH 01/14/2010 14:16:42 414083 D DONE UBE UATTRAIN1 R41413_NE999003_13¢
|Bev RBATCH 01/14/2010 13:02:35 414035 D DONE UBE UATTRAINT R41413_NE999003_13¢
O av RBATCH 01/14/2010 13:02:02 414034 D DONE UBE UATTRAIN1 R41413_NI50001_1391
|Bev RBATCH 01/14/2010 12:59:28 414023 D DONE UBE UATTRAINT R41413_NE999003_13¢
O av RBATCH 011312010 14:35:47 413220 D DONE UBE UATTRAIN1 R41410A_NE999003_17
|Bev RBATCH 01/13/2010 14:31:53 413219 D DONE UBE UATTRAINT R41411_NE999004_137
O av RBATCH 01/07/2010 09:50:49 409834 D DONE UBE UATTRAIN1 R5508170_NIS0001_13
< | £

Done [ + Trusted sites Gh v H00w v
Step Action

15. Click the Check Box of the top line.

=]

16. Click the Row button.

17. Click the View CSV menu.

| View C8V |
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: 6921 de/serviet/com. jdedwards. jas.ube?USERID=6855835086429883392&SERVER=NISD - Windows Internet Explorer

e [0 htkps: /i e o692 deservitcom jdedwards.jas LbeIUISERID=655a 508642968 3302asErveR: (9] b | [42/[ %] [ Bina R~

Fle Edt Wiew Favortes Tools  Help
x @ Covert - [ select

G Favartes | il @ Suagesied Stes + [ Free Hotmall &) ek Sice Galery ~

>

| betas:ffde e cov:62fdefservleticom.dechnarck ... \_| Bypov B] [ @ v Pagew sefetye Taok - @e

Do you want to open or save this file?

Ela,j Name: RS81183_NIS0001_18910_POF sv
Type: Micrasoft OFfics Excel Comma Separated Yalues Fil...

Fiom: jde.ne.gov

[ open ][ Sae | [ Cancel |

s hie files from the Intemet can be useful, some fils can potentially
arm your computer. If pau do nat st the saurce, do nat apen o1
save this file. What's the risk?

&, Done o/ Trusted sies - ®100% -

Step Action

18. Click the Open button.
[ Open ]

B3 Microsoft Excal - R581183_NIS0001_1 9910_PDF[1].csv
flle Edt Wiew [Insert Format JTools Dsta indow Help  Adobs FDF

RN NENE= RO A R A= R AR YRS 1% A1 B N

Al - # State of Mebragka Employee Eamings Record
A 1 8 [ ¢ [ o [ E T F [ 6 [ w [ v [0 T w [ L [ wm [ N T 0 [
State of N2braska Employee Earnings Record =1
DEPT. ADMIN. SERVICES-ACCOUNTING
P.0. BOX 34664
LINCOLN, NE  BB503-4664
R581183
31772010
Route: BA1EH13
Check MNo: 44793667
Check Dat B/26/2009
PEEF, LIT 576973 Employee Mumber
934 5 32ND ST
LINCOLN, ME 68510-3228
“PERIOD EARMINGS
Period Ear Hours Rate Amount  Year to Date
REGULAR -80 952 -761E
“DEDUCTIONS
Descriptior Current An ¥TD Gross
Gross War 7616
FEDERAL  -£6.62
FEDERAL -47 22
FEDERAL -11.04
NEBRASK 2425
"TOTAL
Gross Pay  -7B16
Total Dedu  -143.13
Met Pay -612.47

i

PO [ [T Ry

(R
r|=|a|a

EE] -
W 4 » Wl svIRSB1183_NISOD01_19910_PDF(1) lis | e

Ready UM
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Step

Action

19.

Click the upper left hand corner of the spreadsheet..

4

20.

Double-click the line between column A and B.

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.

23.

Click the No button.

[ Mo

|

Submitted Job Search m |8
Select Find Delete Close Row Tooks
v @ T X B &
Host =
UserID
Job Queue =
Records 1-17 Customize Grig a
Submit Date Job Time Job
@ 5 | Submitted Submitted Process ID Status Description Type  User Job Details
O v QUICK 03/17/2010 11:55:50 470221 D DONE UBE UATTRAINT R581183_NIS0001_199"
O v RBATCH 01/19/2010 12:15:27 416658 D DONE UBE UATTRAIN1 R5741001_NE999001_1
O v RBATCH 01/19/2010 12:13:07 416649 D DONE UBE UATTRAINT RE741001_NE999001_1
O v RBATCH 01/19/2010 12:10:24 416644 D DONE UBE UATTRAIN1 R5741001_NE999001_1
O v RBATCH 01/15/2010 16:30:55 415071 D DONE UBE UATTRAINT RE741001_NE999001_1
O v QEB10 01/15/2010 09:15:43 414577 D DONE UBE UATTRAIN1 R41412_ZJDE0001_140
O v QEB10 01/15/2010 09:15:21 414574 D DONE UBE UATTRAINT R41412_ZJDE0001_140
O v QEB10 01/14/2010 15:57:11 414183 D DONE UBE UATTRAIN1 R41412_ZJDE0001_139
O v QEB10 01/14/2010 15:55:28 414174 D DONE UBE UATTRAINT R41412_ZJDE0001_139
O v RBATCH 01/14/2010 14:18:36 414006 D DONE UBE UATTRAIN1 R41413_NIS0001_13827
O v RBATCH 0114/2010 14:16:42 414083 D DONE UBE UATTRAINT R41413_NE999002_139
O v RBATCH 01/14/2010 13:02:35 414035 D DONE UBE UATTRAIN1 R41413_NE299003_139
O v RBATCH 01/14/2010 13:02:02 414034 D DONE UBE UATTRAINT R41413_NIS0001_1391¢
O v RBATCH 01/14/2010 12:59:28 414023 D DONE UBE UATTRAIN1 R41413_NE299003_139
O v RBATCH 0113/2010 14:38:47 413220 D DONE UBE UATTRAINT R41410A_NE999003_13
O v RBATCH 01/13/2010 14:31:53 413218 D DONE UBE UATTRAIN1 R41411_NE299004_137
O v RBATCH 01/07/2010 09:50:49 409834 D DONE UBE UATTRAINT RS509170_NIS0001_133
< »

v
< »
Dane /' Trusted sites R N1

Step Action

24.

Click the Close button.
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Step Action
25. Click the Close button.

26. Click the Close button.
EnterpriseOne application is closing
Windows Internet Explorer
\? The webpage you are viewing is trying ko close the window,
Step Action
217. You will get a notice that the application is closing and will be asked if you wish to
close the window.
Click the Yes button. This signs you out of the Payroll & Financial Center and ends
your session.
Note: If you click No you will still be signed out of the Payroll & Financial Center.
[ fies l
28. You have completed the View and Print Your Paystub in CSV format lesson.

End of Procedure.
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