Use these procedures to view and manage your earnings statements.

Earnings statements are available for employees who are paid through the State of Washington central
payroll system, Human Resource Management System (HRMS). Earnings statements are not available in
MyPortal for employees of higher education institutions because they manage their own payroll
systems.

MyPortal accounts will be available for 30 days after they separate from state service.
Related Procedures:

MyPortal — Display Earnings Statements

MyPortal — Download PDF Earnings Statements

MyPortal — Print PDF Earnings Statements

MyPortal — Download and Print HTML Earnings Statements

MyPortal — Search Earnings Statements



Use this procedure to display your earnings statements.
Tips:

e Earnings statements will be available at least two days prior to payday.

e When you leave state service (for example, you resign or retire), you will still have access to your
earnings statements in MyPortal for thirty days.

e Earnings statements are displayed in PDF (portable document format) or HTML (hypertext
markup language) for users of assistive technologies.

e Earnings statements can be printed using standard print functionality.

Related Procedures:

MyPortal — My Earnings Statements

MyPortal — Download PDF Earnings Statements

MyPortal — Print PDF Earnings Statements

MyPortal — Download and Print HTML Earnings Statements

MyPortal — Search Earnings Statements

Step 1

Click the My Earnings Statements tile.

My Earnings My Addresses My Emergency My Communication
Statements Manage My Addresses Contacts Data

View My Eamings St... Manage my emerge... Manage my commu....

o a8 8o

You will see a list of your available earnings statements categorized by year and sorted by Pay Date in
Descending order.
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Tips:

You can organize your earnings statements by clicking the Group your Earnings Statements icon.

The Group By screen below will be displayed. Select Ascending or Descending along with Payroll Year or
Payroll Type to group your earnings statement results. If you select None, it will default the results by
Pay Date and whatever Ascending/Descending option is selected.

() Ascending

(e) Descending

(=) Payroll Year

) Payroll Type
) None




Step 2
Click on a Pay Date row or the arrow at the end of the row to view an earnings statement.

Iltems (186) Search Eamings Stateme... O, S| T E &

Pay Date Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

04/25/2019 04/01/2019 - 04/15/2019 3,652.00 UsD 348.86 UsD 280944usD L = o >
04/10/2019 03/16/2019 — 03/31/2019 3,658.00 UsD 54385 usp 280945 us0 L = % ¥
0312512019 03/0172019 - 031152019 3,658.00 usp 848.86 UsD 280944us0 L k= @
)
03/11/2019 02/16/2019 - 0212872019 3,658.00 USD 848.87 UsD 2809430sD L = o >
021252019 02/01/2013 - 021152019 3,658.00 UsD 848.86 UsD 280944usD L = o >
0211112019 01/16/2013 - 01/31/2019 3,658.00 USD 348.88 UsD 2809420sD L = fo >
01/252019 01/01/2019 - 011152019 3,655.00 UsD 848.85 UsD 280945050 b = o >
01102019 12/16/2018 - 12/31/2018 3,566.50 UsD 29.90 UsD 275660 usD b & o >
Payroll Year: 201&
12/24/2018 1200172018 — 12/15/2018 358650 usD &18.08 usD 27684250 L = @ >
1211012018 162018 — 117302018 358650 UsD 818.06 UsD 276844 s L = [
1112612018 10172018 - 117152015 3,586.50 LeD 818.07 UsD 276843 0s0 L = o >
11/09/2018 10/16/2015 — 10/31/2018 3,586.50 USD §19.67 usD 276683 usD L = @ b
101252018 10/01/2018 - 10/15/2018 3,566.50 UsD 826.08 USD 276042050 b = o >
10/10/2018 09/16/2018 — 09/30/2018 3.586.50 USD 826.07 UsD 276043 UsD L = ) b

Your selected earnings statement will be displayed. You can scroll, print, download, or zoom in on your
earnings statement using the standard toolbar functionality of your document.



Svalue

DEPT OF FINANCIAL INST
PO BOX 41200
OLYMPIA WA 98504-1200

N

Earnings and Deductions Statement

Personnel # [ ]

444 SAP AV Payroll Date 02/25/2019

TUMWATER WA 98502 -
Pay Period 2019-04
Pay Period Begin 02/01/2019
Pay Period End 02/15/2019
Payroll Area 11 Semi-Monthly
Exemptions # 09
WI/H Status Single
Anniversary Date 07/16/2011
Personnel Area 1020
Location 1400

Mandatory Employee
Total Allowances Deductions Deductions Adjustments TOTAL
Earnings (Added) (Subtracted) (Subtracted) (Added) NET PAY




Use this procedure to download your earnings statements in PDF format.
Related Procedures:

MyPortal — My Earnings Statements

MyPortal — Display Earnings Statements

MyPortal — Print PDF Earnings Statements

MyPortal — Download and Print HTML Earnings Statements

MyPortal — Search Earnings Statements

Step 1

Click the My Earnings Statements tile.

My Earnings My Addresses My Emergency My Communication
Statements Manage My Addresses Contacts Data
View My Eamings St... Manage my emerge... Manage my commu...

R AR 3y 2o

Step 2

Click the Download PDF icon on any pay date row to download the earnings statement in PDF format.



The earnings statement will be downloaded in PDF format. How the pdf is downloaded will vary

Items (186) Search Earnings Stateme... Q 43 | T &
Pay Date Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

04/25/2019 040172019 - D415/2019 3.658.00 usD 848 86 UsD 2809.14us0 L = @
04/10/2018 03(16/2018 — 03/31/2019 3.658.00 usD 548.85 UsD 2,80945us0 L = 2
03/25/2018 03/01/2018 - 03115/2019 3,658.00 usD £48.86 UsD 280014usp L = 23
0311112019 0211612019 — 02/28/2019 3,658.00 USD 848.57 UsD 2,809.13 UsD = ©
02/25/2019 020112018 - 02152019 3.658.00 USD £48.86 UsD 2,800.14 Uso F= (G
02111/2019 01/16/2019 - D1/31/2019 3.658.00 USD 848.88 UsD 28001200 L [= 2
01/25/2019 01/01/2019 - D1/15/2019 3.658.00 USD 848.85 UsD 2809150us0 b = @
011012019 12162018 — 123112013 3.586.50 USD 820.90 UsD 275660 UsD b = @
Payroll Year: 2013

12/24/2018 1200112018 — 121152013 3.586.50 USD 818.08 UsD 276842050 b = @
1211012018 62018 - 11/30/2018 3.586.50 USD £18.06 UsD 276844050 L = @
11/26/2018 10172018 — 111152018 3.586.50 USD 818.07 uso 276843 0us0 b = @
1110812018 101162018 - 10/31/2018 3.586.50 usD 819.67 UsD 276683 us0 L = @
1012612018 1010172018 - 10/15/2018 3.586.50 usD 826.08 UsD 2760420s0 L = @
101012018 09/16/2018 - 0913012018 3.586.50 usD 26.07 UsD 276043us0 L = @

depending on the browser. In the example below, the PDF file is displayed at the bottom of the page

and you can click on the file to open it.
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Use this procedure to print your earnings statements in PDF format.
Related Procedures:

MyPortal — My Earnings Statements

MyPortal — Download PDF Earnings Statements

MyPortal — Display Earnings Statements

MyPortal — Download and Print HTML Earnings Statements
MyPortal — Search Earnings Statements

Step 1

Click the My Earnings Statements tile.

My Earnings My Addresses My Emergency My Communication
Statements Manage My Addresses Contacts Data
View My Eamings St... Manage my emerge... Manage my commu...

R AR 3y 2o

Step 2

Click the Print PDF icon on any Pay Date row to print the earnings statement in PDF format.



Items (186) Search Eamings Stateme . Q. L3 | T @
Pay Date Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

0412512019 04/0172019 - 04/15/2019 3,658.00 uso 848.86 UsD 280944us0 L = @
04102019 03/16/2018 — 03/31/2019 3,658.00 usD 248.85 UsD 2809450sp b [=2 g
0312612019 030172019 — 03/15/2019 3,658.00 UsD 848.86 UsD 2809440 L @ @
0304112019 02M6/2019 - 020282019 3,658.00 UsD 848.87 UsD 280943us0 b Print PDF
02/25/2019 02/01/2018 — 021572019 3,658.00 UsD 248.86 UsD 280914usp b (=2 2
0211172018 01/16/2019 - 01/31/2019 3.658.00 UsD 848.88 UsD 280942us0 L = @
/2572019 01/01/2019 - 011572019 3,658.00 usD 848 85 UsD 2809150s0 b = e
102019 12162018 — 123172018 3,586.50 USD 829.90 UsD 278660UsD b = @
Payroll Year: 2018

1212412018 1210112018 — 1211572018 3.586.50 uso 818.08 usD 276842us0 L = @
121102018 11/16/2018 — 11/30/2018 3,586.50 usD £18.06 usD 276844 usD L = e
1112612018 10172018 — 117152018 3.586.50 UsD 818.07 usD 276843 0us0 b = [
11/09/2018 10M16/2018 - 10/31/2018 3,586.50 UsD 819,67 uso 276683usp L = 23
10/25/2018 100172015 — 10/15/2013 3,586.50 UsD 826.08 UsD 276042 0sD b (=2 2

Tips:

In Chrome the Print icon is right after the Download icon and in the Columns popup box.

In Internet Explorer and Firefox the Print icon is not displayed on the Earnings Statements line and is
not listed in the Columns popup box.

Step 3

Use the standard print functionality of your PDF reader to print the PDF earnings statement.



Use this procedure to download and print your earnings statements in HTML format. This format is
recommended for users of assistive technologies.

Related Procedures:

MyPortal — My Earnings Statements

MyPortal — Download PDF Earnings Statements
MyPortal — Print PDF Earnings Statements
MyPortal — Display Earnings Statements

MyPortal — Search Earnings Statements

Step 1

Click the My Earnings Statements tile.

My Earnings My Addresses My Emergency My Communication
Statements Manage My Addresses Contacts Data

View My Eamings St... Manage my emerge... Manage my commu...

o8 28 R

Step 2

Click the Download HTML icon on any Pay Date row to download and print the earnings statement in
HTML format.
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Items (186) Search Eamings Stateme... Q. 3| Ty B &

Pay Date Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

04/25/2019 04/01/2019 - 04/15/2019 3,658.00 UsD 848 86 UsD 28091400 L = [
0410/2019 03/16/2019 - 03/31/2018 3,658.00 UsD 848.85 UsD 2809150s0 L = [
03/25/2019 03/01/2019 - 03/15/2019 3,658.00 UsD 848.86 USD 2,809.44us0 L (=2 m >
7

0311112019 021612019 - 02/28/2013 355800 UsD 843.87 UsD 2800430 L & 4] Download HTML |
02/25/2019 02/01/2019 - 02/15/2019 3,658.00 UsD §48.86 UsD 2809.14usp L = [T
0211172019 01/16/2019 - 0173112018 3,658.00 usD §48.85 UsD 2809.12usp b = 3 >
01/25/2019 010172019 - 01/15/2019 3,658.00 usD 54385 uso 2,809.15us0 L = @ >
01/10/2019 12/16/2018 - 12/31/2018 3,586.50 Usp 829.90 uso 275660 us0 L = @ >
Payroll Year: 2013

12/24/2018 12101/2018 - 12/15/2013 3,586.50 UsD §18.08 UsD 2768.420sp L = [T
1211012018 1162018 — 113012018 3,586.50 usD §18.06 UsD 276844 usp b = 3 >
1112612018 10172018 — 1152018 3,586.50 usD §18.07 uso 276843 usp L = 23 >
1110912018 10/16/2018 — 10/31/2018 3,586.50 usD 819.67 usD 276683 usp L = 23 >
1012612018 1000172018 - 1011512018 3,586.50 USD 826.08 UsD 276042 0s0 L = [T
1011012018 09/16/2018 — 09/30/2013 3.586.50 USD 826.07 UsD 2760430z L = % >

The earnings statement will be downloaded in HTML format. How the HTML file is downloaded will vary
depending on the browser. In the example below, the HTML file is displayed at the bottom of the page
and you can click on the file to open it.

RLLE ] G008 - 103D0E 4077.77 uso 1,152 63 us0 2ezedusn L @* [

B PP e, nr anen nann, P — - -

I‘ Paystus_ 201508 bl AI,\s Paystub 201000 (gt A Sowat | X

Step 3

Use the standard print functionality of your browser to print the HTML earnings statement.
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Use this procedure to search the earnings statements.
Related Procedures:

MyPortal — Earnings Statements

MyPortal — Download PDF Earnings Statements

MyPortal — Print PDF Earnings Statements

MyPortal — Download and Print HTML Earnings Statements

MyPortal — Display Earnings Statements

Step 1

Click the My Earnings Statements tile.

My Earnings My Addresses My Emergency My Communication
Statements Manage My Addresses Contacts Data

View My Eamings St... IManage my emerge... Manage my commu...

o8 &8 o

Step 2

Enter keywords into the search text box to locate earnings statements by criteria such as pay date, year,
gross pay, deductions or take home pay.

12



Items (7) 2609 @ ain &
Pay Date Payroll Period Gross Pay Deductions Take Home Pay

Payroll Year: 2019

04/25/2019 04/01/2019 — 04/15/2018 3,658.00 USD 543.86 USD 280914 usp b = o
04/110/2019 03/16/2019 — 03/31/2019 3.655.00 UsD 543.85 ysD 280045 usp b = e
03/25/2019 03/01/2019 — 03/15/2019 3.658.00 USD 348.86 UsD 280914usp L = b
0311112019 02/16/2019 — 02/28/2019 3,652.00 UsD 848.87 uso 280943us0 L = b
02/25/2019 0201/2019 — 021572019 3.658.00 usD 848.86 usD 28094400 b = &
0211112019 01/16/2019 — 01/31/2019 3.658.00 UsD 848.88 UsD 280942usp L = )
01/25/2019 01/01/2019 — 01/15/2018 3,658.00 USD 543.85 UsD 280915usD oL = 5

Tips:

As you start entering your search criteria, your results will begin to filter as you're typing.
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