How to print your salary
statement
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You can continue to contact your using HRPTS navigate to the menu bar at Payslip
organisation’s Payroll Department. the top of the screen and click Help. A web
browser window or a new tab will open to Personal Data

display specific help guidance and
information for the HRPTS screen you are
using.
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Select ‘Salary Statement’
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In thiz area, you can use the Status Overview service.

e Life & Work Events

Forms and related documents for the events that occur during
your employment with ug including annual leave.

Salary Statement b

In this gection vou can view your salary statement.

Personal Information

“iew and edit vour personal information, addresses and bank
informaticn.

Appraisals, Learning & Development

“iew your appraisal and manage vour learning and development
activities.

Recruitment & Selection

In this area yvou will be able to =earch and apphy for posts.

Travel and Expenses

In this area vou can complete and submit vour travel and
expense claims and view and print claims history.

Employee Relations

To deal with a grievance or harassment/working well together
iszue or appeal a decigion of a process in which you have been
involved.
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View your =alary statement, which contains details of vour payzlip.




Select the Statement you require and, on the
pdf tool bar, please select the print icon
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Employee Name: Mr Henry Colour
Address: 99 Beech Hill House
Belfast
Antrim
BZ9 9ZZ
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This will bring up a new Print widow, please
select ‘Print” and the Salary Statement should
appear in your printer queue
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Size Options:
*) Fit
@ Actual size

() Shrink oversized pages

[7] Choose paper source by PDF page size

Print on both sides of paper
@) Flip on long edge () Flip on short edge
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