ESS WALKTHROUGH

Updated 9/28/2015

Display Pay Statement

Trigger:

Use this Document to view and print your Pay Statement in ESS.

Business Process Procedure Overview:

The Pay Statement service is located in the My Pay section of ESS. Employees can use this
service to view and print their Remuneration Statements for each Pay Period.

\"

1.

IEW YOUR PAY STATEMENT

From the BEACON Home Page, Click the My Data (B35 ] tab.

Home My Data (ESS)

Home

ik inks Welcome to the BEACON Portal

The BEACON portal provides you with the tools you need to better access and manage your state benefits and
personal information. For additional support information, visit the BEST (BEACON Enterprise Support Team)
Shared Services website at www.osc.nc.gov/best . If you need assistance while using the site, please call the
BEST Shared Services Center from & a.m. to 5 p.m., Monday through Friday, at 707-0707 if local to Raleigh or 1-
866-NCBEST4(U) (1-866-622-3784) outside the Raleigh area.

Note: The portal will be unavailable weekdays from 8 to 9 p.m. and on Sundays from 2 to 8 p.m. for regular
maintenance.

News of Interest

2. Click My Pay.
Overview
Employee Self-Service applications provide Morth Carolina State employees with easy access to information and services. This page gives an overview of the entire offering.
T 7 AR
a _11 Wy Working Time h Ity Benefits
\\i Record your working times, plan your leave, and dizsplay your time data. @ - Dizplay the plans in which you are currently enrolled; enroll in new benefit plans during the
Quick Links = State's o
P y annual enroliment pericds, access State Health Plan forms.
Record Working Time
Wy Pay Ity Personal Data
EeeemeCur pay statement, or reprint your W-2/W-2c. ____ Manage your addresses, direct deposit, and information about famity members and
_ dependents.
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Title:

My Pay — Pay Statement

3. The My Pay Information screen will be displayed. Click Pay Statement.

| My Pay

W-2 | W-2c Reprint
@ Read Before Printing vour W-2 / W-Zc.

ay |nformation

I\ P 3
Pay Statement

Office of State Human Resources Benefit Calculator
Use this link to estimate the value of your compensation and benefits.

- pay statement.

W-2 [W-2c

My Pay - Help

ESS/MSS Online Help
Use this service to access the BEACON Online Help documentation.
Learn how to display or print your pay statement or a copy of your previous years’ W-2.

Print a copy of your previous years’ W-2.

4. Your Pay Statement will be displayed. You can use the L4 Previous Salary Statement | 5 g

| Next Salary Statement b | p,ttons to navigate to the statement for another Pay Period.

Paycheck Inquiry Service

Show Overview

4 Previous Salary Statement | | Next Salary Statement b

FPay Period: 07/01/2015 through 07/31/2015 Name: Shelby TestIoed Personnel No: 00000888
Check Date: 07/31/2015 oOrganization: 2001-Health Human Services
Earnings Deducticns Taxes Net Pay | Deductions Current YTD
Current: T16.74 - 679.43 = 1,935.16 | # BASE 70/30 PT 0.00 o.00
¥TD: 4,022.83 - 6,710.88 = 13,830.32| *+ Total Health Insurance 0,00 o_oo
Earnings Hours current YTD| * 401k Savings Plan EE
* 457 Savings Plan EE
Regular Salary 3,333.33 23,333.31( # NC Flex Dental-eT
*+ Total Base Pay 3,333.33 23,333.31| # NC Flex Vision Sup PT
# NC Flex AD&D PT
Holiday Comp Payout 1,230.72| # NC Flex Life Ins PT
*= Total Other Fay 1,230.72| # NC Flex Cancer PT
# NC Flex Crit Illness PT
* TSERE EE 1,
Total Earmings 3,333.33 24,564.03 [ # NC Flex Health FSA PT

NC Flex Dep Care FSA PT
NC Flex Life Ins EE/Sp AT
NC Flex Life Ins EE/Ch AT
NC Flex Crit Illness AT

«+ Total oOther Deductions

k"

Total Deductions

NOTE: the Show Overview buttow will display a list of available Pay Statements from
which you can choose the Pay Period you wish to view.

Updated 9/24/2015

OS8C Trainin

latvgias & Mnssisdabaday

AT
=

Page 2 of 4



Title: My Pay — Pay Statement

PRINT YOUR PAY STATEMENT

1. Right Click on the Pay Statement itself and select Print.

¥ Select Tool
Hand Teol
Marquee Zoom
Rotate Clockwise Shift+Ctrl+Plus
Pay Period: 01/2015 through 07/31/2015 =rscnnel No: 00000688
Check Date: 07/31/2015 =
Earnings Deductions Taxasg current ¥TD
Current - 718.74 - 679.43 = 0.00 0.00
¥TD: - 4,022.83 - 6,710.68 = Document Properties... 0.00 0.00
Earnings Hours Current i
Show Mavigation Pane Buttons
Regular Salary 3,333.33
*+ Total Base Fay 3,333.33 23,323.31| & NC Flex vision sup BT
# NC Flex AD&D PT
Holiday Comp Payout 1,230.72( & Ins PT
*+ Total other Pay 1,230.72| & r BT
# Illness BT
Total Earnings 3,333.33 24,562.03| §
# NC Flex Dep =
NC Flex Life Ins EE/Sp AT
NC Flex Life Ins EE/Ch AT
NC Flex Crit 1llness AT
+*+ Total Other Daductions
Total Deductions 718.74 4,022.83

Print @
I Send To Onelote 2012 - ’ Properties ” Advanced I help @

Copies: |1 : [] Print in grayscale (black and white)
Pages to Print Comments & Forms
@ Al [Document and Markups -

Current page

Pages |1
b More Options Scale: 89%
Page Sizing & Handling (&) 85x11 Inches
[ [T size ” Y Poster H [E] Multiple l [5] Bookiet ]
® Fit
() Actual size

(@ Shrink oversized pages

() Custom Scale: 100 %

[T] Choose paper source by PDF page size

Orientation:

@ Auto portrait/landscape
() Portrait

() Landscape

Pagelofl

Page Setup...
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ADDITIONAL RESOURCES

If you have questions, or require additional assistance, contact BEST Shared Services:

Phone (Raleigh Area) (919) 707-0707
Phone (Toll Free): (866) 622-3784
Email: BEST@osc.nc.gov

Training HELP website:

http://www.osc.nc.gov/training/osctd/help/

Additional Walkthroughs:

Reading Your Pay Statement

CHANGE RECORD

Change Date: Changed by: David Lassiter
9/28/2015
Changes: 1. Updated Format

2. Updated Screenshots
3. Updated language and layout
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http://www.osc.nc.gov/training/osctd/help/
http://www.osc.nc.gov/training/osctd/help/ESS_and_MSS/ESS/essMy_Pay/ESSMyPayReadingYourPayStatement.pdf

