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View Paycheck & Leave Balance

This document contains the information and tools needed to view paycheck and leave balances.
Goal To have the skills and knowledge to View Paycheck and leave balances.

Participate at the end of this module, you will be able to
Objectives

1. View Paycheck
2. View Leave Balance
3. Print Paycheck

If you have any questions about this document please contact the Training group at 504-280-5645
or visit us at UCC-101Q.
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Navigation to Web-STAR

Step 1. Navigate to the UNO Home Page: http://www.uno.edu/
Step 2. Select the Faculty & Staff link.

THE UNIVERSITY of e .
NEW ORLEANS ABOUT ACADEMICS

ADMISSIONS ATHLETICS CAMPUS A-Z RESEARCH STUDENT LIFE

Apply Now
Current Students Fri, 07 Jan 2011 20:36:00 -0600
LFacuIty 2 Staff Researchers Find That Stress Does a Body Good

Step 3
P Web-STHR
Select the logo.
fflr."f £ TBE URINERSITY ({f (_Search UNO Q
\ue / NEW QRLEANS ABOUT ACADEMICS ADMISSIONS ATHLETICS CAMPUSAZ RESEARCH STUDENT LIFE
About
Academics Facu":y & Staﬁ
Admissions Web-STHER
Athletics Sign Up for Emergency Text Message Alerts
Campus A-Z

Faculty Resources: Check Your E-Mail: Qutlook Web Access (OWA)
Student Life
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Step 4.

| Select the Faculty/Staff link.

The UNIVERSITY of
NEW ORLEANS

WebSThkR

Faculty/Staff

| Students

Step 5.

Enter your UNO username and password. Note: Your user name is the same password
used to login to your email, computer or blackboard course.

User ID:

ORACLE

PEOPLESOFT ENTERPRISE

Password: |

Sign In

Set Trace Flags

Select a Language:

English
Dansk
Francais
[taliano

Mederlands

Paolski
Suomi
Cesting
THEH
NH]
i d

r

e
LIk English

Espafial
Deutsch
Francais du Canada
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Step 6. ‘ Welcome to the Web-STAR Home Page. The home page is your starting point.

Favorites | Main Menu
Personalize Content | Layout ? Help
Menu =

Search:

®
[ My Favorites
> University of New Orleans
[» Self Service
> Campus Community
[» Records and Enroliment
> Curriculum Management
[> Set Up SACR
[> Worklist
[> Tree Manager
- Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— My Feeds

View Paycheck

Step 1. From the menu on the left side of the screen, navigate to Self Service, Payroll and
Compensation, View Paycheck.

Home | Workist | Addto Favorites

Favorites = Main Menu > Self Service

Main Menu >

@b Self Service

Navigate to your self service information and activties

£ Student Center Personal Information 0| Payroll and Compensation
@ Use the student center to manage school related activities. Review and update your personal information @ Review your pay and compensation history. Update your direct deposit and
[=l Personal Information Summary other deduction or contribution infermation
=l Home and Mailing Address [=] UNO - Order Emp Parking Decal
= Phone Numbers Paycheck
4 More.
it Benefits il Learning and Development Class Search | Browse Catal
? Review health, insurance, savings, pension or other benefits information é}@’ Add or review information about profiles of skils and competencies, interest Di Find classes that match your selection criteria, or browss the course catalog
Review and updat and v personal i lists, training and development. by subject
1 Benefits Information [El Class Search
(71 Dependents and Beneficiaries
=l Benefits Summary
2 More...
Enrollment 7% campus Finances Campus Personal Information
View appointments, plan and enrollin classes, view student and exam L) @ View your account, make an electronic payment, view and accept your Maintain your personal information and review holds and to dos pending to
schedules. financial aid awards. ‘your record.
=l View My Assignments =l Enrollin Payment Plan =] Addresses
=l Enroliment Dates. =l Make an Electronic Payment = Names
=l My Class Schedule =l Online Feebil =] Phone Humbers
8 More. 10 More. 10 More.
B& Academic Records £% Dearee Proaress/Graduation Transfer Credit
=” View grades and advisors and request transcripts and verification reporis. | wwpn View your degree progress report and apply for graduation Evaluate classes for transfer and view your transfer credit report
=] Request Official Transcript =] Apply for Graduation [=] Evaluate My Transfer Credit
= View Unofficial Transcript =) View Transfer Credit Report
=l Request Official Transcript
4 More...
| Student Admission F'E Faculty Center Search
A= Apply for admission and check your application status. Use the Faculty center to manage all your class related activities. Search
=l Reguest Information =l My Schedule [E Class Search
= Accept Admission [= Class Roster =) Browse Course Catalog

= Application Status. [=] Grade Roster

6
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Step 2.

Select the check date you desire to view. Note: Your must current paycheck will appear

first.

ORACLE

View Paycheck

Favorites Main Menu > Selfsver\rice :  Payroll and Cvumpensation > View Paycheck

Review your available paychecks below. Select the check date of the paycheck you would like to review.

¥ Select Paycheck

Check Date

B

2010-05-14
2010-04-30
2010-04-15
2010-03-21
2010-03-15
2010-02-26
2010-02-15

Company

University of New Orleans
University of New Orleans
University of New Orleans
University of New Orleans
University of New Orleans
University of New Orleans
University of New Orleans

University of New Orleans

Pay Beqgin Date
05M16/2010
05/01/2010
04/16/2010
04/01/2010
0316/2010
03/01/2010
02/16/2010
02/01/2010

Find | View 100 | B |

Paycheck
Number

Pay End Date
0531/2010
05M15/2010
04/30/2010
04/15/2010
03312010
03M5/2010
02/28/2010
02M5/2010

Het Pay

50.00

First 1 1.8 of 215 I Last

PDF File

agoooOosE .
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Step 3. The View Paycheck page will display. To view historical paychecks select the “View a
Different Paycheck” link.

ORACLE

Favorites Main Menu > Self Service > Payroll and Compensation > View Paycheck
View Paycheck e
Selected
Pay Period. Net Pay: 50.00
Company: \
University of New Orleans Pay Beqgin Date: 05M6/2010 |
Address: | Pay End Date:  05/31/2010

2000 Lakeshore Dr

Click here to view Check Date: 05/31/2010
Mew Orleans, LA 70148 a diﬂ:ﬂrﬂ‘"t pEﬁﬂ{l. .

¥iew Leave Balances

Review the details of your paycheck. To view Utherchecks,b iew a Different Paycheck |

Name: Business Unit: UMOLA
Employee ID: Pay Group:
Address: Department:
Location: University of Mew Orleans
Job Title:
Pay Rate:
Fed Marital Status: Single LA Marital Status: Louisiana Form L-4 Line 6 =1
Fed Allowances: 1 LA Allowances: 0
Fed Addl Percent: 0.000 LA Addl Percent: 0.000
Fed Addl Amount: $9.60 LA Addl Amount: $0.00

Paycheck Summary

Period Gross Earnings Fed Taxable Gross Total Taxes Total Deductions HNet Pay
Current 0.00 0.00 0.00 0.00 0.00
YTD 241200 1247803

- YTD L ¥YTD
Description Hours Rate Amount Amount Description Amount Amount
Regular Fed Withholdng 1,804 .04

Holiday LAWithholdng 507.96
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Step 1.

See Printing Active Screen Section in the Basic Navigation Training Manual at
http://pstrain.uno.edu/docs/introref.pdf

View Leave Balances

| Step 1.

‘ Navigate to Self Service, Payroll and Compensation, View Paycheck.

ORACLE’

ain Menu > Self Service

Main Menu =

@3 Self Service

Navigate to your self service information and activities

'8 Student Center
W Use the student center to manage school related activities.

{’"I Benefits

Review health, insurance, savings, pension or other benefits information
Review and update dependent and beneficiary personal information
(1 Benefits Information
(") Dependents and Beneficiaries
= Benefits Summary
2 More.

nroliment
View appointments, plan and enrol
schedules.
= View My Assignments
= Enroliment Dates
= My Class Schedule
& More...

E}% Academic Records

View grades and advisors and request franscripts and verification reports
= Reguest Official Transcript
=] View Unofficial Transcript
=] Request Official Transcript
4 More...

o | Student Admission
A

Apply for admission and check your application status.
= Reguest Information

=l Accept Admission

= Application Status

Personal Information
Review and update your personal information
[E] Personal Information Summary
=] Home and Mailng Address
= Phone Numbers
4 More...

il | earning and Development
Add or review information about profiles of skils and competencies, interest
lists, training and development

:@ Campus Finances
s @ Wiew your account, make an electronic payment, view and accept your
financial aid awards.
[ Enrollin Payment Plan
=l Wake an Electronic Pavment
= Qnline Feebil
10 Wore.

&5 Dearee ProaressiGraduation
Moo View your degree progress report and apply for graduation.
= Apply for Graduation

77 Faculty Center

Use the Faculty center to manage all your class related activities.
= Wy Schedule
[=] Class Roster
= Grade Roster

Home | Workist | AddtoFavortes | Sign out

2 | Payroll and Compensation
Review your pay and compensation history. Update your direct deposit and
other deduction or contribution information

F= UNO - Order Emp Parking Decal
e

Class Search | Browse Catal

Find classes that malch your selection criteria, or browse the course catalog
by subject

= Class Search

mpus Personal Information
aintain your personal information and review holds and to dos pending to
your record.
= Addresses
= Names
=) Phone Numbers
10 More..

a¥< Transfer Credit
Evaluate classes for transfer and view your transfer credit report
= Evaluate My Transfer Credit
F=] View Transfer Credit Report

Search

Search

= Class Search

=] Browse Course Catalog

| Step 2.

‘ Select the “View Leave Balances” link.

oRrACLE

Fa\rovr'rtes MainvMenu > Self Service

View Paycheck

Company:

University of New Orleans
Address:

2000 Lakeshore Dr

Mew Orleans, LA 70148

Review the details of your paycheck. To view other checks, select

» Payroll and Compensation > \iew Paycheck

]

View Leave
Balances.

View a Different Paycheck

Net Pay:

$0.00

Pay Begin Date: 05M16/2010
05/31/2010

053172010

= :
Wiew | eave Balances|
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| Step 3. ‘ The leave balances page will display sick, vacation and comp leave balances.
ORACLE
favorites Main Menu > Self Sver'.rice > Payrol and Cvompensation > View Paycheck

Leave Balances

Select Plan Year

Your may review your Leave Balance status and activity for any date on or after 12/30/1999.

Toview past leave balances, enter the date and click the Go button.

As Of Date: |01/06/2011 [

. G0

Farthe specified date, you are enrolled in the Leave Plan(s) listed below.

Leave Balances

Accrual Leave
lan Typ Process Date Balance Accrual Hrs Taken Escrow Hours
Sick 050712010 1521.774000 7.384000 0.000000
Vacation 05/07i2010 349450000 7.384000 0.000000
FriLy 02/12/2010 0.500 0.000000

Hrs
Earned YTD

391.352000
391.352000

3.500000

Hrs
Taken ¥YTD

103.000
225.000

3.500

Hrs

Adjust YTD
1233.422
183.138

0.000




