Technology Training Services

Maricopa Community Colleges
480-731-8287

www.maricopa.edu/training

Print Your Pay Advice From HRMS

The District no longer prints pay advices for Direct Deposits. Instead, all employees can
view and print their pay advices online using any internet connection and printer.
1. Start Internet Explorer. (These instructions are written for IE 7.)

2. Inthe address field, enter www.my.maricopa.edu.

w.maricopa.edu
marcopa.edu
f student center \E employees D

A watch an overview of the Online Faculty Center

CFSlogin - CFSWebFin S5 login - SIS help @HRMS login

ﬂ Print Faculty Center Quick Reference Guide

Announcements:

The Faculty Center and other employee access to 515 will be unavailable from 11 prm (MST) on Monday
Cctober 6th to 6 am (MST) Tuesday October Tth for gystemn maintenance.

Click the Employees tab.
Click the HRMS login link.

Enter your Maricopa Enterprise ID (MEID) and your memo password; and press Enter.
On the HRMS menu, click Self Service.
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Over to the right, under Payroll and Compensation, click View Paycheck.

% ) Self Service

Navigate to your self service information and activities.

==l Time Reporting Personal Information 32— | Payroll and Compensation
B E 49

Report and review your time, schedules, reguest Review and update your perzonal information. Review your pay and compensation history. Update

rzonal Information Summary your direct deposit and other deduction or contribution
me and Mailing Address informatigy
one Numbers i

absences and more.
= Report Time / Punch Web Clock

Your pay advice displays:
View Paycheck 'A COMMUNITY
Jane Doe Serrmae
Net Pay: Founnx
Company:
Maricopa Community Colleges Pay Begin Date: 117292008
Address:

Pay End Date: 121212008
Check Date: 1211972008

2411 W 14th Street
Termpe, AZ 852616942

Resenved for Payroll PRD. Wiew a Different Paycheck

Hame: Jane Doe Business Unit: MCD0o

Employee I 12345678 Pay Group: Maricopa Community Colleges

Address: gai“g"‘g‘sﬁfga Department: 700-151040 - Ernpl & Org Develo
Location: District Support Services Cnir
Job Title: Myr Technology Training
Pay Rate: B Biweekly

Fed Marital Stam  Marrisd AZ Warital Status:

Fed Allowances: 2 AZ Withhelding: X% of Federal
Fed Addl Percent:  0.000 AZ Addl Percent: 0.000

Fed Addl Amount:  $0.00 AZ Addl Amount: $0.00
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8. Click anywhere on your pay advice. (This makes your check the current frame.)
9. From the File menu, select Print Preview.

10. From the Print Preview toolbar, select Only the Selected Frame.

2 Print Preview
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As laid out on screen

|1F'age View V|| Only the selected frame *L“ShrinkTo Fit v”
I

11.

| 1 Page View + ||| Only the selected frame % ||| Shrink To Fit V”
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12. In the Page Setup window, enter the following margins:
Left: .5 Right: .25
Top: .75 Bottom: 1.
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Sige:

e 19

Source:

| Automatically Select V|

Headers and Footers
Header

Footer

Qrigntation targing (inches)

(&) Partrait Left: Bight  [0.25
() Landscape Top: Bottan:

[ ] H Cancel H Frinter... l

13. Click OK.

14. From the Print Preview toolbar, select the Print icon.

/2 Print Preview

| 1 Page View + ||| Only the selected frame + ||| Shrink To Fit VH

15. In the Print Window, click Print.

e Your pay advice will print on two pages.
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