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Viewing and Printing Paycheck Information 

 
  

The ePay portion of Employee Self Service enables employees to view a PDF of their paycheck 

advice online.  

   

Employees can view their current pay check and/or any paychecks they received within the 

previous 12 months.  

  

Employees with multiple jobs will see all their paycheck information for all their jobs.  They can 

distinguish the jobs from the list of advices by use of the department and job title fields.   

  

This feature is accessed from the My HR tab on the Core-CT Portal. 

  

This topic provides a demonstration of how to use the View Paycheck feature of Core-CT 

Employee Self Service. 

Procedure 

 
Navigation: Payroll > View Paycheck Information 
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Step Action 

1. On the My HR tab of the Portal: 

 

Click the View Paycheck Information link. 
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Step Action 

2. The Pay Period End Date represents the end day of the pay period. 

 

The Advice/Check Date is the pay date of the check. This does not represent the 

date the check was sent via mail or direct deposit.  

 

Historical pay advices are available for one year. Any Department or Job 

Title changes will also display. 

 

Click the 2012-05-03 link to display the Pay Advice,. 

 

3. The Pay Advice is displayed in PDF format. The device used must have the 

capability to display a PDF for the advice to be visible and printable. 

 

The Pay Advice displays Payroll, Job, Leave Balance, and Tax Information. 

 

 
 

Step Action 

4. Click the Print button to print the advice. 

 

5. Click the OK button. 
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Step Action 

6. Review and printing of the paycheck information is complete.  

 

Click the My HR link to return to the main page. 

 

7.  

End of Procedure. 

 

 


