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Employee Self Service  -  View Payslip

This guide will show you how to view your payslips in MyHR Employee Self Service. 

It is broken down in to 2 sections:

Section 1 : How to view payslips from 1 February 2020 payroll or later
Section 2 : How to view payslips from January 2020 payroll or earlier 

Please note:
If you are a casual worker you will not be able to access your payslips via Employee Self Service. Payslips will be securely emailed to you with the details of how to access these.
													

Section 1 – How to view payslips from 1 February 2020 payroll or later


· From the MyHR home screen navigate to UCL Employee Self Service > My Pay > UCL Online Payslip
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Figure 1: UCL Employee Self Service Menu

· From the drop down list select of the payslip you wish to view
The date displayed will the last calendar date of the payroll month. 

· Click ‘Get Payslip’
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Figure 2: UCL Employee Self Service : My Pay : UCL Online Payslip



· The following message will pop up. Select the relevant option to open the payslip:
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· Once the option has been selected the payslip will become visible and this can either be printed or saved.


Section 2 – How to view payslips from January 2020 or earlier

· From the MyHR home screen navigate to UCL Employee Self Service > My Pay > MyView Payslips
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· From the drop down list select the year in which the tax year started for the month you would like to view. 

· Click on [image: ]

The UK tax year runs from April – March.

For example, January 2020 is linked to tax year that started in April 2019, therefore, you would select 2019 from the drop down list.

· Identify the correct payslip and click on the [image: ]in the ‘Get payslip’ column for this month.

· The following message will pop up. Select the relevant option to open the payslip:
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· Once the option has been selected the payslip will become visible and this can either be printed or saved.

· Click on [image: ] to return to the main MyHR home page.
Page 1 of 3

		Page 3 of 3		

image3.png
Do you want to open or save ucl_payslip.pdf (9.29 KB) from ebscorelv-fiv.adcom.uclac.uld? Open Save Cancel




image4.png
MyView Payslips

Search Criteria

Go || Clear

Search Results

Period Financial Tax Year
No search conducted.

Tax Year

Pay Date

Get Pay Slip




image5.png
Go




image6.png




image7.png




image1.png
Search Page

+

Internet Expenses

Add to Favorites
Intemnet Expenses Help Desk

Wy Personal Informat
UCL Access, Security and Approvals - 0 1o Mormaten

= a
UCL Departmental PO Enquiy My Employment InfoMm: " y1nage Bank Details
My Pay
UCL Employee Self Service WyView Paysips
UCL File Uploads My Absence UCL Oniine Paysiip

Al Actons Awaitn,
UCL Grants Dent Admin ‘Attention





image2.png
Payslips

* Select a Payslip Period Get Payslip





image8.png




