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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: -
o My Payslips
e Tax Details
e P60 Documents

e My Bank Accounts

= Employee Dashboard ~ Q  Search Das!

S200as08 My Payslips

29th January 2020 DISPLAY PAY SUMMARY
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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

e Total Earnings

e Total Deductions

e 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.

My Payslips
29th January 2020
Net P

29th January 2020 FULL PAYSLIP
Total Eamings £2570.53
Total Deductions £923.48

Net Pay £1,647.05

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

save)
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Full Payslip
Employee Dashbozard » Full Payslip
Mrs Test245 Tester222 Personnel No: 520045161 No.- JL1113558
2021-PCC SJHEW
16 The Road
Pay Group: 25th!
Mishause i (asth)
Plymouth
PL2 3AP
United Kingdom
Cost Centre: 1310
= ]
Description: Hours: Rate: Value: .o a
Teacher 1985332
Salary Arrears 279.07 Rate Current: '20,780.00
Overtime x 1.0 Arrears 2310  TaxCode: Tz
Overtime x 1.0 Arrears 4065  TaxBasis Cumulative
Overtime x 1.0 Nights Arrears 3310  Niletter A
Overtime x 1.0 Sunday Arrears 2310
Overtime x 1.0 B/Hols Amears 33.10
Overtime x 1.25 Nights Arrears 4136
Overtime x 1.23 Sunday Arrears 41.36
Overtime x 1.25 B/Hols Arrears 4136
Total Pay: 2,570.53
Gross Pay for PAYE: 221323
Cot oot
Description: This Period: YeartoDate:  Gross Eamings: 16083.97 Pre Tax Deductions: 110202
LGRS EE 167.08 so550  Taxable Pay: 14981.95 Employee NE 133122
TPSEE 190.22 se643 T 1.495.00
PAYE 255.00 71480
Studemt Loan Plan 1 89.00 23400
Employee NI 22218 133122
Total Deductions: 923.48 3,382.04
Net Pa atd (]
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Mrs Test245 Tester222
16 The Road

PLZ 3AP
United Kingdom
Cost Centre: 1310

Personnel No: 52004518
Ml Ne.: JL1113558

Pay Groap: 2021-PCC SJHEW (25th)

Payslip Diate: 28-JAN-20
Pay Penod: Mov-2019

Description

Teacher

Salary Amears

Cwertime x 1.0 Armears
Cwertime x 1.0 Armears
Cwvertime x 1.0 Mights Amear
Cvertime x 1.0 Sunday Arrear
Chvertime x 1.0 BHols Amear
Cwertime x 1.25 Mights Arrea
Cwvertime x 1.25 Sunday Amea
Cvertime x 1.25 BHols Arrea

Total Pay:
Gross Pay fior PAYE:

This Period

LGPS EE

TPS EE

PAYE

Student Loan Plan 1

Emgployes NI
Total Deductions

Hours

167.08
18022
255.00

8a.00
22218
02348

Rate Value

198533
27e.07
3210

3210
=R
310
41.38
41.38
41.38

2570.53
221323

Year to Date

505.50
50643
714.80
234.00
133122
338204

Rate Current:
Tax Code:
Tax Basis:
Ml Letter:

Gross Eamings:
Taxable Pay:

e Click on the Rate Current

Puoint: 4

16,083.87  Pre Tax Deductions: 1.102.02
1408186  Employee MI: 133122
1.495.00
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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: -
e NiNo.
e NI Letter
e Tax Code

e Tax Basis (e.g. Cumulative)

Tax Detail

JG111356A

NI Letter

Tax Code 1250L

Tax Basis Cumulative
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P60 Documentation

The P60 Documents widget, provides Employees with: -
e 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
GRS L e L \ T et

My Bank Accounts

VIEW

Click on the View button.

You will be taken to the Update Bank Details screen.

e Enter Sort Core

From here you can simply view your bank details, or update them: -
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e Enter Account Number
e Confirm Account Number

e Click the radio box to accept the | accept that saving will update my bank details
e 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

<  Employee Dashboard

Update Bank Details

Employee Dashbozrd » Update Bank Details

Bank Account Information

Lioyds Tsb Bank Pic (309668) a4 Account Numbe Confirm Account Numbe:

| accept that saving will update my bank details

Set your Sort Code and Account Number details on this screen. Pressing the Save option updates your details immediately in Core.
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