
Guidance Notes for My Pay  

 

When logging into My Employment, the My Pay widget will be on your dashboard.  

You will need to click on the three dots and then click on the down arrow to expand, 

access to your last two payslips will show as below:   

 

 

 
 

 

     
 

Click on  a payslip to open it

i.e. 31st  March 2023



 

 

 

  

   

    

   

 

The top bar shows a  summary of the payments

• Your  gross pay  is  shown in green

• Your  deductions  are  shown in orange

• Your net pay  figures are in  navy blue



To view earlier documents  

Go back to the dashboard screen and click on   

 

Or expand using the down arrow on unopened docs and click on either Payslips, 

Expenses or P60 

The following list will appear.  You can also click to view Payslips, Expenses or P60 

under document type. 

In the right hand corner there is a £ sign & a % sign, by clicking on the pound sign 

the screen will show as follows  

 

If the percentage sign is ticked the screen will show as follows:  

 

 

You can then click on row to view that particular dated payslip or PDF your payslip 

by clicking on the document button at the end of the row 

There is also the option to compare each payslip. Any number of payslips can be 

chosen to compare the data. Click on each payslip required for the comparison.  



 

This will then provide you with a comparison of the selected months.  

 

If you click on view summary which is back on the dashboard screen 

 

 



 

The system will show the following summary of the latest payslip. Again this display 

can be changed to £ or %  

   

 

Also shown on this screen are the frequently asked questions. Click on the down 

arrow to reveal the answer to each question. 

 

  


