Employee Self Service Job Aid:

DEPARTMENT OF

ADMINISTRATION My Payroll — View Paycheck

From the Employee Self Service Homepage, select My Payroll.

En

o a @

Select Paychecks.

My Payroll

To view a PDF version of your paycheck, click anywhere on the paycheck row.

recent paychecks on this page.

You will see the most
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Click Filter in upper left to change the date range of paychecks to view. Click Sort in upper right to

change the sort by field.
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ESS Job Aid: View Paycheck

The requested paycheck is now displayed.

State of Wisconszin Pay 3 305 of Administation Busizness Unit 350
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NOTE: If you work in multiple jobs, all hours and earnings will be visible on a single paycheck.

Paycheck Details

If you move between agencies during a calendar year, your year-to-date (YTD) balances will move with

you and continue to be totaled for the entire year. You will only receive one W-2 for the year unless you
move between State of Wisconsin affiliates.

Agency detail is shown in the top section of the paycheck:

e Pay Group: Employee’s agency number and agency name
e Pay Begin Date: Date the current pay period began
e Pay End Date: Date the current pay period ended
e Business Unit: Number used to describe the employee’s specific agency

e Advice #: Unique number assigned to identify the check and payment details
e Advice Date: Payment date of the paycheck
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ESS Job Aid: View Paycheck

Employee information contains the employee’s name and home mailing address. The following data
is also found in this section of the paycheck:

e Employee ID: Unique number assigned to each employee that carries through to all movement
between agencies and positions

e Department: Division or subunit of your agency organization structure

e Location: Building work location/headquarters you are assigned for work

e Job Title: Job title of your civil service classification

Earnings, withholdings and deductions for the current pay period and year-to-date amounts are in the
remainder of the paycheck:

e Tax Data: Marital status and exemptions used to calculate Federal and State tax withholding

e Taxes: Tax withholding for the current paycheck and year-to-date by tax type

o Before-Tax Deductions: Benefit or general deductions calculated before tax withholding

e After-Tax Deductions: Benefit or general deductions calculated after tax withholding

o Employer Paid Benefits: Detailed listing of benefit contributions paid by the State

e Total Gross: Summary of total earnings (all earnings types) before any taxes or deductions

e Fed Taxable Gross: Summary of earnings applied for the purpose of Federal tax withholding

e Total Taxes: Summary of total amount withheld for all taxes

e Total Deductions: Summary of total amount of all before- and after-tax deductions

e Net Pay: Final paycheck amount due to employee

e Leave Balances: Available leave balances by type as of the end of current pay period

e Net Pay Distribution: Itemized listing of net pay disbursement with each direct deposit account
and amount

Additional Resources

If you have further questions about any of the topics presented in this Job Aid, additional resources are
available on the ESS Job Aids page.
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https://dpm.wi.gov/Pages/Employees/ESSJobAids.aspx

