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1. Pay Module & Widgets 
 

1.1 Pay (My Payslips) 

My Payslips  

Employees can view the following information via the Pay Module: - 

• My Payslips 

• Tax Details 

• P60 Documents 

• My Bank Accounts 
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1. Go to the My Payslips Widget.  You will see a list on the left-hand side of dates, these are 
the dates the payslips were released to employees. 

2. Click on the Payslip you wish to view, or click ‘view all’ to see a list of all your payslips – You 
will see that the left-hand side of the screen will display  

• Total Earnings 

• Total Deductions 

• Net Pay 

These screens will not be viewable until you click on the Display Pay Summary 

3. Next, click on the Display Pay Summary 

4. You will be required to enter your password.  (This is an extra security level).  Once you 
have entered your password you will see that the details have been populated. 

 

 

1. You now have the option to see the Full Payslip.  Simply click on the Full Payslip button.  Your 

Full Payslip will now appear. 

2. From this screen, you can either  

• Click on the Download PDF (which will download in pdf format, and you can then print or 

save)  
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PDF Downloaded View  
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• Click on the Rate Current  
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This page will show the spinal column points in your salary range. 
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1.2 Pay - Tax Details 

 

Tax Details  

The Tax Details widget, provides Employees with: - 

• Ni No. 

• NI Letter 

• Tax Code 

• Tax Basis (e.g. Cumulative) 
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1.3 Pay – P60 Documentation  

 

P60 Documentation  

 

The P60 Documents widget, provides Employees with: - 

• All P60’s available to you 

• Download in PDF & print options as above with the Payslip  

 

 

 

1.4 Pay – My Bank Accounts 

My Bank Accounts   

 

Employees can view and update their Bank Details 

 

 

Click on the View button. 

You will be taken to the Update Bank Details screen. 

From here you can simply view your bank details, or update them: - 

• Enter Sort Core 
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• Enter Account Number 

• Confirm Account Number 

• Click the radio box to accept the I accept that saving will update my bank details 

• Save 

Alerts will be generated to inform the employee that they have changed their account details 
and the Payroll Team, to ensure the employee has not made a change at an incorrect time for 
payroll processing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


