View Paycheck
Employees can view current paychecks within Employee Self-Service as a PDF and historical paychecks as a Webpage (HTML).
 Important Reminders:
· Employees of Agencies that utilize the MassHR Employee Service Center (ESC) should contact the ESC with paycheck related questions by calling 1-855-4HR-SPPT (1-855-447-7778) or for TTY users: (617) 248-0546.
· Employees of Agencies that do not use ESC should contact their Agency Human Resources or Payroll Department with paycheck related questions. 
View Paycheck:
	Step
	Action

	1.
	Log in to Employee Self-Service with your user ID (employee ID) and password.

	2.
	From the Employee Self-Service homepage, click on the MAIN MENU link located at the top of the page or click the VIEW PAYCHECK link under QUICK LINKS to skip step 3.

	3.
	On the SELF SERVICE menu, click on the PAYROLL AND COMPENSATION menu.

	4.
	Click on the VIEW PAYCHECK link to access your pay and compensation history.

	5.
	You will arrive on the VIEW PAYCHECK page, where you will be allowed to review your available paychecks. 
Note: If you are an employee with multiple record numbers, you will have multiple Paychecks available, one for each record number that you are paid under. You will be able to identify the applicable job record number by the Job Title listed within your paycheck.

	6.
	The Select Paycheck Table will allow you to view the historical paychecks. The areas available for view are the following:
· Check Date: The date in which the payment is completed, presented in a YYYY-MM-DD format.
· Company: Will display the Commonwealth of Massachusetts.
· Pay Begin Date: The date in which the two-week pay period began, in a MM-DD-YYYY format.
· Pay End Date: The date in which the two-week pay period ended, in a MM-DD-YYYY format.
· Net Pay: The take home pay received after all taxes and deductions have been deducted 
· Paycheck Number: The number provided on all pay advices
· PDF File: Indicates if a PDF file is available for view/download/print via a check box marker


 
Understanding your Paycheck:
Click on the specific check date YYYY-MM-DD CHECK DATE link within the VIEW PAYCHECK page to access the desired paycheck you wish to view.
Important Information: 
· [bookmark: _GoBack]If the Check Box is filled with a check mark, only a PDF is available. Ensure that your Pop-Up Blocker is turned off within your Internet Preferences to access.
· If the Check Box is empty, a PDF is not available. The paycheck is only available to view as a web page.
PDF File Check View: Your Paycheck will display in a PDF format.
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	Area
	Description

	1
	Indicates the pay-period for which you are being paid, as well as the date your pay is issued.

	2
	Your name and address prints here. This is the "Home Address" and is used for W2 Mailings as well.

	3
	Contains your Employee ID, Dept. and location of employment, job title and pay-rate.

	4
	Identifies your Federal and State tax information as reported on your W-4/M-4 form.

	5
	Details of earnings paid in the current period and all earnings paid Year to Date (YTD).

	6
	Details of taxes paid in the current period and all taxes paid YTD. Withholding is regular federal and state taxes. MED/EE is Medicare Tax. FLI/EE is Paid Family Leave Tax. MLI/EE is Paid Medical Leave Tax.

	7
	Details of before-tax deductions paid in the current period and all before-tax deductions paid YTD.

	8
	Details of after-tax deductions paid in the current period and all after-tax deductions paid YTD.

	9
	Details of Commonwealth paid deductions in the current period and all Commonwealth paid deductions YTD.

	10
	Your paycheck totals are in this section, including your year-to-date gross and tax amounts.

	11
	Leave Balances shown are as of the last Leave Accrual run. Actual Leave Balances are available to view on your Self-Service Timesheet.

	12
	Your direct deposit distribution is shown here (Note: Your bank account number is not shown here)



image1.png
COMD

Commonwealth of Massachusetts Fay Groop. NI5-CW Nomal FLSA 15 Busines Uair
One Ashburton Place PayBegiaDate:  09/152019 Advice£:  000000000593337
Boston, MA 02108 PayEadDate: 09282019 AdviceDate: 10042019
TAXDATA: Federal A Sa
Tapoyee D I Tax Stars: Single Single
1 Main Street Departmeat:  HRDI000-Humman Resouices Division Allowances: o o
Boston, RI 02108 Location: Boston- 100 Cambridge Stieet it Peneent
Iob Tite Personnel Officer T
Pay Rate: 52.123.29 Biweekdly AddL Amouat:
HOURS AND EARNINGS
—— Camew ————
Description Rate Hous i Hous Description Current ¥ID
Regular Pay 28310933 7500 T1538 982 Fed Withholdag 200.00 204385
Comp Time Takea 00 350 99.09 [ Fed MEDEE 2045 a1
Holiday Pay Nommal 0 3730 1,061.65 | MA FLUEE 323 323
Personal Leave - Paid o0 250 636,99 | MA Withholdag 10235 133969
Regulr -Otter 00 700 19817 | MA MLUEE 509 509
Sick Time Paid Normal 00 1375 38928
Vacation Leave - paid 00 750 03
EREETINSY 73604 EEXS
BEFORE TAX DEDUCTIONS AFTERTAX DEDUCTIONS EMPLOYER PAID BENEFITS
Description Current YID | Descripiion Currens o Current v}
Retirement 21045 291636 | UnDoe: NAGEMGFTPT % Sies
GIC Before Tax Healta N 9261 120393 |UnDueNAGEMNFTPT T 000
GIC Basic Life N 000 141
TomaL: 0500 41630 | TOTAL: S 3530 [ FTANABLE
TOTAL GROSS _ FED TANABLE GROSS TOTAL TaNES TOTAL DEDUCTIONS SETFAY
Current 21338 152018 35032 33195 10 143800
¥ 2972604 2556384 47531 459540 2040483
YEARTODATE _ VACATIONLEAVE __ SICKLEAVE NETPAY DISTRIBUTION
Start Balance 1055 1530 Sccomnt Tvpe Deposit mount
~Earmed 06 60| | Advice 2000000000593337 Checting 143801
< Bought 00 00
taken 75 133
“sold 00 00
~ Adjustments 00 00
Ead Balance JET] T3] [Tomi TaEs01

MESSAGE:




