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1. Viewing and downloading payslips 
 

1. From your home dashboard, navigate to the "My Pay" section by selecting "My 
Pay" on the left hand-side of your screen. 

 

2. To search for a payslip by date: 

• Click on the calendar icon and input the start date you want to search from. 
• Then, click on the calendar icon again and input the end date you want to 

search to. 

 

3. Click "Search" to display the results. 



 

4. To view a payslip, click on the specific payslip you wish to open. 

 

5. To download the selected payslip, click "Download". 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2.  Viewing P60's 
 

6. From your home dashboard, navigate to the "My Pay" section by selecting "My 
Pay". 

 

7. Scroll down to the section labeled "P60". 

 

8. Here, you can view all available P60s. Use the start year and end year drop-
down options to filter by a specific year range. You will also see a button to 
download your P60s for personal reference. 

 
 
 
 



3.  Viewing Salary Information 

Employees can now see a Salary section by going to My Profile > Employment > 
My Employment and selecting their position. 
This section will show three things based on today’s date: 

• Full-time annual salary 
• Pro-rated salary (based on your contracted hours and weeks worked) 
• Hourly rate 

Please note: The system cannot show your grade/SCP or any extra allowances you 
receive. These features are not supported. 

How the salary figures are calculated: 

• Full-time salary: The annual amount (£) based on your grade/SCP or spot 
point. 

• Pro-rated salary: 
Full-time salary × (your contracted hours ÷ full-time hours) × (your annual 
weeks worked ÷ the organisation’s full-time weeks, e.g. 52.14) 

• Hourly rate: 
Full-time salary ÷ organisation’s full-time weeks ÷ full-time hours 
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