Printing Your Paystub in Employee Self Service

Employee Self Service allows you to view your paystub and print them as you
would any web page.

NOTE: Mozilla Firefox is the preferred browser for Brandeis University. If you use a
browser other than Mozilla Firefox the Printer Friendly button will still give you a printed
version of your paycheck, but it will not print on one page. Please contact 6HELP for
help in obtaining Mozilla Firefox.

Logging in to view and/or print your paystub:

Log in to the BUSS website (http://buss.brandeis.edu/) with your UNet ID and password.
If you do not have a Unet ID and password, please contact the Help Desk at 6HELP

*x*xx%|f you are off campus, you will need to log in to the BUSS webpage via wormhole
(wormhole.brandeis.edu). From here you will enter you unet net id and password and
then enter it again in the BUSS website. ******

Navigating to your paystub:

Once you are logged in, you will be in the Employee Self Service area. Click on the
Payroll and Compensation link:

£Help
Employee Self-Service =

0 New Functionali ersonal Information __-] Payroll and Compensation
New Functionality releazed for Self Service eview and update your personal information. Review your pay and compenzation history.
(BUSS) =| Community Crizis Management UUpdate your direct deposit and other deduction

Il Community Crisiz Management Il Personal Information Summary or contribution information.
1= Home and Maiing Address View Paycheck
1= Phone Numbers Direct Deposit

1= Email Addresses [F] W-4 Tax Information
1= Emergency Contacts
Il Name Change
{"‘/ : Benefits S Recruiting Activities
Review medical, dental, 403(b) retirement, or Recruiting Activities
other benefits information. Review and update Il Careers
dependent and beneficiary personal information.
1= Benefits Summary

Once you are in the Payroll and Compensation page, click on the View Paycheck Link:
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Hain Hlenu = Self Servics =

@_@ Payroll and Compensation

Review your pay and compensation hitary. Update your direct deposit and other deduction or contrbufion information,
L [ Lo

View Paycheck Direct Deposit m W4 Ta Information
HReview curentand priorpaychecks. E Add or update your direct deposit informatian. E Review or change your W-4 infarmation.

At this point, your most recent paycheck will appear:

Wiew Favoheak

If you want to print this paystub, go to File and Page Setup:

FEile Edit View History Bookmarks

New Window Ctri+MN hit

New Tab Ctrl+T =
Open Location... Ctrl+L

QOpen File... Ctrl+0 =
Close Window Ctri+Shift+w

Close Tab Ctrl+W

Save Page As... Ctrl+5

Save Frame As...

Send Link...

Page Setup... W

Print Preview _
. bir

Print... Ctrl+P

Import... E

i ne
Work Offline .

In Page Setup, you want to select Portrait under the Orientation, and check Shrink to Fit
Page Width, and then hit OK.
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Page Setup

You can now print your paystub by clicking the Printer Friendly Link.
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View Paycheck

Net Pay:
Company:

Brandeis University
Address:

Pay Begin Date:

Pay End Date:
415 South Street

Check Date:
PO Box 9110
Waltham, MA 02454

Review the details of your paycheck. To view other checks, select
General

Name: Business Unit: BRANU
Employee ID: Pay Group:
Address: Department:

Location:

Job Title:

Pay Rate:

Fed Marital Status: MA Marital Status:
Fed Allowances: MA Allowances:
Fed Addl Percent: MA Addl Percent:
Fed Addl Amount: MA Addl Amount:

Gross Earnings| Fed Taxable Gross Total Taxes| Total Deductions Net Pay
Curren t
YTD

. YTD . YTD
Description Hours| Rate Amount Amount| Description | Amaount| o

Regular Fed
— withholdna

New Window |

Printer Friendly}

A J

If you want to print a different paycheck, then you will need to click on the View A

Different Paycheck link:
View Paycheck

Company:
Brandeis University

Address:

Pay End Date:

415 South Street

Check Date:

PO Box 9110
Waltham, MA 02454

Review the details of your paycheck. To view other checks, salect

Name:

Business Unit: BRANU

Employee ID: Pay Group: Exempt Staff

Net Pay:

Pay Begin Date:

Then select the pay period you would like to view and print and follow the instructions

from the beginning:
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View Paycheck

Review your available paychecks below. Select the check date of the paycheck you would like 1o review.

Paycheck Selection

Company Het Pay
Brandeis University

2009-04-15 Brandeis University

2009-03-21 Brandeis University

2009-03-15 Brandeis University

2009-02-285 Brandeis University

2009-02-15 Brandeis University

2009-01-31 Arandeis |l Iniversity
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