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Step-by-Step Instructions 
 

Zachry Business Use Case: 

Online pay slips are posted to employee's profiles immediately after payroll is complete (Tuesdays). Employees 
can review their pay on Tuesdays, but their direct deposit will not be received by their bank until pay day 
(Thursday). 

ESS My Payslips 

Performed by: Employee  

1. Navigate to Home page, select the Me tab. Now select the Pay icon. 

 

2. Below page appears. Select My Payslips. 

 

3. Below page appears and select the dates for the Payslip you wish to view. 
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4. A PDF will download to your computer, from your browser or downloads folder on your computer select 
the pay slip file. 

 

5. The below page appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  

• If the employee chooses not to set up direct deposit or add a bank account, the default in Oracle will be 
to deposit to a pay card.  

• Due to more accurate employee location tracking, taxes in Oracle are likely to change for some 
employees. 

• Overtime will be shown differently than it is today (i.e. 50 hours x 1 and 10 hours x.5)  
• Payslips will not show ER contributions/ER liabilities (e.g., ER Match, ER HSA contribution). Employees 

are encouraged to visit Fidelity site to view contributions.  
• Non-taxable per diem will now be included in the employee’s paycheck as a single payment method. 
• Employees will only receive their off-cycle at the designated time, unless their check falls into the 

threshold outlined in the new policy.  


