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Download and View Your Payslip 
 
This process will be used to help employees view their 
personal payroll payslips. 
 
Audience: All 
 
Walkthroughs: 

● 1.0 Navigation Path 
● 2.0 Download and View Your Payslips 
● How to Read Your Payslip 

 

 
Additional Resources: 

● List out (include GMHEC Knowledgebase  
● Other 
● Other 

Process 
Step & 

Description 
Action 

1.0 
Navigation 
Path 

 
Getting Started 
 

➢ Click the home button 

 
 

Under Quick Links click “Show More”: 
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● Under Pay select “My Payslips”: 

 

 
 
 

2.0 
Download 
and View 
Your 
Payslips 

 
Download and View Your Payslips 
 
On the payslip screen, you can: 
 

● Use the dropdown menu to search and sort past payslips. 
 

○ Selecting “Specific Date Range” will allow you to enter the dates before and after the 
payslip(s) you would like to view. 
   

● Click on the payslip you would like to view 
 

 
 

A download box will pop up with the options to “Save” or “Open the file with Adobe” 
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How to Read Your Payslip 
(Below is an example of a payslip)

 
 

 


