B Pay Stub Review and Print

& It is highly recommended that you print this Quick Reference Card to use as a
guide when viewing and printing your paystub.

Overview

Use Employee Self-Service to review the accuracy of your pay stubs and to
ensure that they are complete.

This work instruction includes:
0 Reviewing & Printing your Pay Stub
o Understanding your Pay Stub

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

State of Nebraska > Self Service > Pay Stub Review

Steps
Reviewing Your Pay Stub
1. Open your internet browser (if using Internet Explorer, double click on the
blue “e” icon.)
2. Navigate to the NIS sign on Screen by typing the following in the address:
"www.nis.ne.gov".
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Icome 1o the NIS sign on screen - Windsws Internet Explorer

oo

& hetos:Jinis.ne.gavl

: I N E]E
Fle [dt Yiew Fgvorkes Jools  Help . .
&- Type: www.nis.ne.gov
A @ wekoms to the NIS 5ion on soreen it = B - e v [k Page = 0 Tooks -
-~
Welcome to the
A Nebraska Information System
H : This is a government computer system. Unauthorized access
AdministrativeServices iz prohibitad. Anyane using this system is subject to
Nebraska Information System maonitoring. Unauthorized access or attempts to use, alter,
e o sl sty or damage data, programs o equipment could nesult
(M.1.5.} Division in criminal prosecuti
Viewing & Printing Your Paystub: I to NIS I
If you are signing anto NIS to view and print your * How To Review & Print Your Paystub
B D
Click on the red button to the right for a printabl
quick referance card with step by step instructions
(the quick reference card also has a link to more fe
detailed instructions with screen shats). % Forgot
Password
In addition, if you have tallewed the work p p
instructions, but are still having trouble, make sure Training NIS Home
your intemer Explorer semings are comrect. They can Manuals Page
be found by clicking on the “Internet Fxplorer 7.0
Sertings” burton to the right. Also, review the FAQs
an thee Technical Help page on the NIS site. NIS Tip
If you continue to have problems contact the Help
sk NIS is now compatible with Internet Explorer 7.0
(IET). |
. . |
Please note: NIS is not compatible with Vista or |

Caollaharata*Intanrata* Achiava

Office 2007 at this time

WIS Home Page | NIS Training Manuals | Address Book | MIS Training | IS Web Based Training | EnterpriseQne Thin Client | Low - Interactivity |

& Intermat 100 v
3. Click the Sign on to NIS button.
ORACLE"
JD EDWARDS ENTERPRISEONE
UgeriD;
Passward.
S ki
Lo Terms
Copynght @ 2000 2005, Oracke. Al rights reserved. Oracke. JO Edwards.
e et o
;ﬂﬂ'-' 3 WD Lol

4,
keyboard.

Enter your unique User ID in the User ID field and press the tab key on the

Enter your password in the Password field.

Click Sign In.

PeopleSoft EnterpriseOne

Rev.7/11/2008
HRP_WI_L7_T3.a_ESS_Pay_Stub_Review

356



Nebraska Information System (NIS)

Pay Stub Review and Print

W ‘@JDEdwardsEnterpr\sEOne

EnterpriseOne Menu =l O

‘Open Applications
You have no running applications

Open New Window

te of Nebraska b

[ Roles

[> Actions

[ Preferences

R

Welcome!

The EnterpriseOne Menu contains several links to the applications

These links will always be at the left of your screens, no matter what application you are using

You can also hide the menu when you need more space for your work.

oL

7. Click the NIS State

of Nebraska menu.

EnterpriseOne Menu

ORACLE’ ‘

= [C] O

Open Applications

Open New Window

You have no running applications.

[> Roles

[ Actions

[» Preferences

8. Click on Self Service.

EnterpriseOne Menu

ORACLE -

= =10

Open Applications
You have no running ap

Open New Window |

plications.

tate of hlabrask;

[» Self Service

[~

[ Roles

[- Actions

[ Preferences
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9. Click Pay Stub Review and Print.

= =0

ORACLE’

EnterpriseOne Menu

Open Applications
You have no running applications.

Open New Window |

= NIS State of Nebraska

Self Service »
— Qpen Enroliment

|: Pay Stub Review and Printl

— Auto Deposit Instructions
— Employee Personal Profile
[ Employee Benefits
[+ GLA
[> Time Entry - Administrative Semvices
- Agency 65
[ User Options

[ Roles

[ Actions

[ Preferences

ﬁ If you wish, you can minimize the menus by clicking the minimize button in

the top right corner of the menu tree.

10. Select a specific pay stub by entering the pay date in the Payment Date
field, and then click on the Payment Stub button, or leave the Payment

Date field blank and click on the Payment Stub button
past pay stubs.

"=
Pay Stub Review - Work With Pay Stub History

to bring up multiple

ORACLE'

M ™ &

Spinct Tocls

4 2

Fro  Ciose  fow

F X B

Emplayet aficinan MISLMILLER

From Check Date Thrcugh Chedk Date

Records 1-10 B B

= 127106 DUNYAN, PALL AD2141467 OTH&2007

O 12706 BUNYAN, PALL 441467 aTnaRony

o 127108 BUNYAN, PAUL 402141457 08202007

(o} 127100 BUNYAN, PALL 402141467 VE0NZ00T AR52TO0)
(9 127108 BUNYAN, PALRL 402141487 OS2IL00T AXR2a02)
(9] 127105 BUNYAN, PAUL 402141457 05092007 INTTH
O 127106 BUNYAN, PAUL 402141467 QH2ZHI00T 3040283
(o) 127108 BUNYAN, PALL 40141467 oamnRonT 2TRZTA2)
(o} 127106 BUNYAN, PAUL 402141457 03282007 1953501
(@} 127106 BUNYAN, PAUL 402141467 oI 1eL8azy

11. On the Pay Stub Review — Work With Pay Stub History window, select the

12.

Check Date that you would like to review by clicking the radio button to the
left of the row and click Select. (To search for a specific time period, enter
dates into the From Check Date and the Through Check Date fields and
click Find.)

On the Pay Stub Review — Pay Stub History Information screen, review and
verify your pay stub information.
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o,

Pay Stub Review - Pay Stub History Information ]
Close Form  Row  Tools
x B ® |
Address Number ’W JANES, RACHEL Route GA00250800
Chetk Date ’W Pay Period Ending Date W CheckMa. ’W
Records 1-10 B E ustomize Grid &
’7’7’? PayiAcerual Hours Hourly Gross YTD DBA Deduction Current ¥TD Gross
Type | Description Rate Pay Amount Code | Description Amount Amount
® Regular Pay 80.00 12443 99544 1022816 GROSS WAGES 995 44 10,8498
L&) 2P Yacation Pd 288 62 FEDERAL INCOME TAX 108.02 1,203 8
I &) 3P Sick Paid 2488 FEDERAL FICAWITHHELD 58.73 65901
I d] 4P Haliday 30816 FEDERAL MEDICARE WITHHE 13.97 1641
) & Health Ins 20860 2,086.00 MNEBRASKA STATE INCOME TA 3474 3842
C B Basic Life Ins 070 700 RETIREMENT 4310 4741
(9] 7 Refirerment 67.24 73064 2436 LIFE-SUPSK 012 1.8
Q g Wacation Hours Earned 3.70 40,70 2456 ADED 005 0.5l
C a Sick Hours Earned 3.70 40.70 MEDICAL REIMBURSEMENT 10.00 100.01
C 10 * Sick Takentavailable = 2,00 153.34 DENTAL INS 993 99,8
< m e
Gross Pay W - Deductions W = MNetPay W

13. The pay stub may include more information that is not shown on the screen.
Click the Go to End button to view the entire pay stub.

Printing Your Pay Stub

You can print your paystub in two different formats:
e PDF
e CSV

PDF will open with Adobe Acrobat and CSV will open with Microsoft Excel.
Another difference is that the PDF document will read horizontally, while the CSV
document reads vertically. It is up to your personal preference as to which
version you would like to use.

1. To print the information, click Form, Print (this prints the PDF version) or
Print CSV. The Printer Selection window appears.

ORACLE’ ~N
Pay Stub Review and Print -

Cloze |Form Row Tools

X |B # &

Print
A Print C3Y
Submitted Jobs

Cm
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TS

Printer Selection @
0K Cancel Form  Tools

B X B & |

Printer Selection [ Prifit Prap: art';‘ Docurment Setup | Advanced

Printer Mame

‘QGFUONEWORLD_A

Printer Location ‘HERE

Printer Model

|LASER

Mumber of Copies 1 Range: 1- 3339

2. Click OK to return to the Pay Stub Review — Pay Stub History Information
window.

3. Click Form, Submitted Jobs. The Submitted Job Search window appears.

ORACLE R
&
Pay Stub Review - Submitted Job Search ome
geMct Fpd [elste Chas How Toow

¥ @ 0 X B kB |

Host |NISPRD

Userit HISBSVIK
Joh Gueis 0

ROTIR6_LDEONOT_B15794_POl MISPRO

ROT186_XIDEODO1_910090_PDI NISPRD 210090 JPDS10

4. Once the Description is "Done," check the box of the top row.
ﬁ The top row will be the most recent job you just ran.

& If the Description does not say "Done" click Find to refresh until the
Description does say "Done".

5. After clicking the box of the top row click Row, View PDF if you ran a PDF
job, or click Row, View CSV if you ran a CSV job.

ORACLE" —

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

v @ 0 X |HB B

Print
LSt View PDF
User ID View CSV
Job Queue V;e‘:r Logs
Terminate

Release

Queve | |

ﬁ If you have difficulty viewing the PDF document, make sure your Internet
Explorer settings are correct. You can find the settings on the NIS Sign

On Screen (https://nis.ne.gov) and click on the Internet Explorer 7.0
Settings button.

Records 1-2

6. Whether you opened a PDF document or a CSV document you will most
likely see a pop up window asking you Open, Save, or Cancel. Click Open.
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PDF Document;

1. From the File menu on the PDF window, select and click Print.

Prinks this page.

~=18] x|
Fie Edt Wiew Favortes Tools Help |
Hew Y [@search [iFavortes Ghmeds (B | By S = =
Eodpfn‘ " clrko vvfjide fservietjcom. jdedwards. jas. Ube?SERVER =NISDEVEIOBNUMBER =L BU38/TEWTVYPE—FDF&USER ID=85541 6459960020275 25F e Type=. pdf x| peo ‘ Links >
s
e al BIE[] b b & s [E- TG elw - o0 00| R
et v
Page Setup B
Prink. ..
Print Previcu, . Routs: 2717152900
F OSTERPASEK, BLANIE L Check No: i
i ] B 1634 Cheyenne Check Date:  06/25/03
_ Lincoin, NE 68502 Period End. 0B403
Properties
work Offine
Clase
PETOU EATIng: Hours Rate Amount Year to Date Description Period Amount Year to Date
Regular Pay 40,00 28,059 1,122.35 27,093.25 Gross Wages 2244.70 2911181
Wacation Pd. 40,00 28.059 1,122.35 121254 Federal Income Tax 22594 296014
Admin 126,88 Federal FICA Withheld 133.66 173876
Haoliday 667.94 Federal Medicare Withheld 31.25 406 64
Health Ins. 22894 251841 Nebraska State Income Tax 89.51 1,17339
Basic Life Ins a5 1140 Retirement 107.76 1,303 62
Retirermnent 168.09 203263 Def Comp St 22.50 270,00
WVacation Hours Earned 770 10010 Life - 2XSal 3168 37926
Sick Hours Earned 924 12012 Life- Depl0K 206 2273
* Sick Taken/Available * 1,560.12 AD&D 05 B0
*Wacation Taken/Available * 91.25 37135 Medical Reimbursement 50.00 600,00
Dental Ins. 28.42 24104
Long Term Disability 20419 23503
Vision Ins 1051 126.12
Assoc. Dues 375 4500
CU State Emp 0.00 26950
Gross Pay 224470 Total Deductions 757.27 Net Pay 1,487.42
@YW ] 1of1 b M B5xtiin (O = & A _>_I

2. Once your pay stub has printed, close out of the PDF document by selecting
Close from the File menu in the PDF window.

be?SERYER =NISDEV&:JOBNUI =181 x|
Fle Edt YView Favortes Tools Help |
Hew Y [@search [iFavorees Ghmeds (B | By S o =
EO;:"‘ " cue widefservietcom. jdedwar ds. jas. Lbe7SERVER =NISDEVEI0BHUMBER = L8034 EWTVPE=POFELISER ID=5564 1645996002027526FleType=pdf | @G0 ‘ Links >
e s DE[E| < p vl v [oa T gleke - @0 DEE] - E
»
Page Setup... -
Brirt... Ctrkp
Pk Freviewh, Roule: 2717152900
ﬁ OSTERPASEK, BLANIE L Check No: e
et R 1634 Cheyenne Check Date:  0B/26/03
—_—— Lincain, NE 68502 Period End:  06/14/03
Properties
Wiork Offiine
P ngs Hours Rate Amount Year to Date Description Period Amount Year to Date
Regular Pay 40.00 28.059 1,122.35 2709325 Gross Wages 224470 29,1161
Vacation Pd 4000 28089 112235 121254 Federal Income Tax 22594 2,960.14
Admin 12688 Federal FICA Withheld 133.66 1,73876
Haliday 667.94 Ferderal Medicare Withheld 3128 40664
Health Ins 22894 251241 Nebraska State Income Tax 89.61 1,17339
Basic Life Ins %5 1140 Retirement 107.76 1,30362
Retirsment 168.09 203363 Def Comp St 2250 270.00
Vacation Hours Earned iT0 10010 Lite- 3xSal 3168 27926
Sick Hours Earned 924 12012 Life Depl0K 206 2273
* Sick Taken/Available * 1,560.12 ADSD 05 80
* Vacation Taken/Available * 9128 37135 Medical Reimbursement 5000 0000
Dental Ins 2842 24104
Long Term Disability 2018 235.03
vision Ins 1051 126.12
Assoe. Dues 375 4500
CU State Emp 000 26950
Gross Pay 224470 Total Deductions 75727 Net Pay 1,487.43
Wa[1ot1 M 8sxiiin [0 = 4] _»_I
Closes the window.
S== e e (= (= (= = Es———

3. Click Sign Out.

4. Click OK to close all windows.
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CSV Document:

ﬁ The CSV format looks different than the PDF document. The information

provided, however, is

the same in both the PDF and the CSV. The primary

difference is that CSV is an Excel document, and the fields are listed down

the left hand side.

The CSV will open in Excel. You may need to expand the fields to display all

the information. To do so click on the square in the upper left hand corner

and then double click
columns to display all

between columns A and B. This will expand out the
of the information.

I Al

*

Jx | State of Nebraska Employee Earni

A B

C

D E F G

State of
R581183
sEnsEhns
Route: 6.5E+09
Check No: 9067209
Check Dat S
KENT, CLA 1234567
123 HERO LANE
LINCOLN, ME
***PERIOD EARNINGS

LY =00 RRCN (R = R IR R TR 8 R B

=
=

Period Eat Hours
REGULAR |
RETIREMENT

il
P

16

G R B

SICK HOURS EARMNED
***DEDUCTIONS

=
Lo~ o

289.18
17.34
17.93

4.19

Gross Wag
FEDERALI
FEDERAL F
FEDERAL I
MEBRASK! 5.64
RETIREME 13.88
**¥| EAVE INFORMATION
*Sick Taken *

*Sick Ava 3.7
*Wacation Taken *
*Vacatior 3.7
**ETOTAL
Gross Pay
Total Ded:
MNet Pay

[E= N =T R S T L e I = R ™ e
Olﬁmummhwmpcm

289.18
58.98
230.2

31

32
M4k M

raska Employee Earnings Record

62000-0000

Rate
18.074

VACATION HOURS EARNED

Descriptic Current A1YTD Gross
289.18

R581183 NIS0001_1966531_PDF(1)

Amount Year to Date
289.18 289.18
21.65 21.65
3.7 3.7
3.7 3.7

17.34
17.93
4.19
5.64
13.88

#2

Ready | =

2. Depending on the version of Excel you have either click on File and then
Print, or click on the windows icon and then Print.
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N9 - : RS81183_NIS0001 1966531 PDF{1] - Microsoft Exq
Home Insert Page Layout Formulas Data Review View Developer
= ‘*‘ Calibri || 8| | Siwrap Text General - E?E
Paste _j. B I U~ || B Merge & Center - ||| § - % o || %8 57§| Conditi
L Formatt)
||| Clipboard {F] Font ] Alignment {F] Mumber {F]
| F39 -
A B C D E F
1 |State of Mebraska Employee Earnings Record
2 |R581183
3 7/23/2008
4 Route: 6500250100
5 |Check No: 9067209
6 |Check Date: 9/12/2007
7 |KENT, CLARK 1234567
8 123 HERO LANE
9 LINCOLN, NE 68000-0000
10 | ***PERIOD EARNINGS
11 |Period Earnings Hours Rate Amount Year to Date
12 |REGULAR PAY 16 18.074 289.18 289.18
13 |[RETIREMENT 21.65 21.65
14 |WVACATION HOURS EARNED 3.7 3.7
15 |SICK HOURS EARNED 3.7 3.7
16 | ***DEDUCTIONS
17 |Description Current Amount YTD Gross
18 Gross Wages 289.18 289.18
19 |[FEDERAL INCOME TAX 17.34 17.34
20 |FEDERAL FICA WITHHELD 17.93 17.93
21 |[FEDERAL MEDICARE WITHHELD 4.19 4.19
22 |NEBRASKA STATE INCOME TAX 5.64 5.64
23 |[RETIREMENT 13.88 13.88
24 |*** EAVE INFORMATION
25 | * Sick Taken *
26 | * Sick Available * 3.7
27 | * Vacation Taken *
28 | * Vacation Available * 3.7
29| ***TOTAL
30 Gross Pay 289.18
31 Total Deductions 58.98
32 |Net Pay i 230.2
4 4 » M| R581183 NISO001_1966531 PDF(1) < %J m
Ready | 75

Understanding Your Pay Stub

Some of the most common questions Human Resources staff receive are about
the employee pay stub. To help you understand the pay stub and encourage you
to look at your pay stub, the diagram below has been prepared to explain the
information on the pay stub. Please review your own pay stubs and compare
them to this diagram.

Common Questions:
Q: What is the difference between gross and net pay?

A: Gross pay is your total pay before any taxes and deductions are
taken. Net pay is the remaining pay left over after all taxes and
deductions are paid.

Q: My pay stub has several abbreviations in the deduction section. How do | find
out what these abbreviations mean?
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A: The easiest way to find out what the abbreviation means is to call
your Human Resources contact and ask. Some of the most common
abbreviations are:

AD&D=Accidental death and dismemberment
Life-Sup5k=Supplemental life insurance of $5,000

Life-Dep5K or Life-Dep10K=Dependent life insurance of $5,000 or
$10,000

LTD=long term disability

CU=credit union.

Q: How are leave earnings and usage reflected on pay stubs for monthly paid
employees?

A: Monthly paid employees earn their leave in the same month the pay

stub is issued (June earnings will show on June pay stub) but their leave
usage is one month behind. That means that June leave usage will not

be displayed until the July pay stub.

Q: What if something on my pay stub is incorrect?

A: Contact your Human Resources office immediately and report the
problem. It is important for you to review your pay stub every pay period.

Q: How do | get more specific answers to my pay stub question?

A: Simply call your local Human Resources office and ASK! They are
always happy to answer your questions!!

Your hours for the current pay period, hourly rate of pay, Your current and year-to-date
current gross pay and year-to-date (YTD) gross pay (YTD) total gross pay and taxes

Pay Pay/Accrual Hours Hourly Gross YTI] [)BA Deduction Current ¥TD Gross
Type | Description Rate Pay mount Description Amount Amount

(O} Regular Pay 6400 12443 79635 2824213 GROSS WAGES 995.43 30,318.48
QO 2P Adjst Prior 178.32 FEDERAL INCOME TAX 105.34 3,815.19
& 3p Vacation Pd. 33.14 FEDERAL FICA WITHHELD 53.14 1,828.38
O 4P Sick Paid 156.21 FEDERAL MEDICARE WITHHE 13.60 427 61
O 5P Holiday 16.00 12443 199,08 1,558.68 MEBRASKA STATE INCOME TA 33.04 1,234.41
O & Health Ins The State’s portion of 120.70 2,776.10 RETIREMENT 43.10 793.91
O 7 BasicLifeIns| your health, life and = 0.70 16.10 HEALTH INS 32.08 737.34
retire
O ] Retirement G7.24 123850 DENTAL INS 9.98 229 54
0O 9 Vacation Hours Earnertlcu"em Bt 370 9250 VISION INS 370 85.10
eave earnings
O 10 Sick Hours Eamed o —————ga PARKING 12.00 276.00
O 11 * Sick Taken/Available * 12.75 111.14 0.00
i 12 *Vacation Taken/Available * 56.00 8289 0.00
a 1

Your year-to-date Your CURRENT vacation and sick Your current and year-to-date

(YTD) vacation and leave balances. Comp time balances (YTD) retirement and optional

sick leave hours used do NOT appear on the pay stub. deductions
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