Printing Self Service Pages from Chrome
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Introduction

With the upgrade to PeopleTools 8.56, printing from Self Service using Chrome requires some additional
instructions. This desk aid describes the steps to print various pages and a paycheck from Chrome.

Instructions for Printing Paycheck

From the Enterprise Portal landing page, click on the My Pay button.
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Select the Paycheck to print and press Enter. This will launch the paycheck in another window.
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4. Right-click mouse anywhere on the View Paycheck page and choose “Select All” from the menu.
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5. After all the fields are highlighted, right-click mouse again anywhere on the View Paycheck page and
select “Print” from the menu. This will launch another window with the paycheck you selected.

fzcoac

T ST IR T

T e

CrTEE T 1
aichoc Sumnar
mm o == == m -]
e o 2 aEE = D
mre =
= m oo o ] o
= 1 m ool -] = o
1 1 1 =] =
' 1 1 ' 1
' 1 1 1 1
o] 1 fo | T =] e
1 1 1 1 1
BotosTac o Deducions

am -

Printing Self Service Pages from Chrome
Page 3 of 7



Select the Print button to Print.
1. Select Landscape as the Layout
2. Select 40 as the Scale
3. Uncheck the Selection Only box.
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Instructions for Printing Employee Timesheet
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2. Select the Timesheet to view

Printing Self Service Pages from Chrome

Page 4 of 7



¢ Back

> Report Time
© Employee Timesheet

Time

Name. Company/Pay Group: Stte Service Effctive Dite: |
@ Payable Time Empi D Business Urit Workgroup: 3
Jo Tt Departrent Manager 10
Leave Balances
- Leave Balances
At s Raguar  homay Optonal  Scklsavs Agministstve Exsnged SkK BlsslerSomp  Csasier Comp ) Ermpioyes
ewve sancen soxLsave - = = SN Cisratoae  G@WIE  DphS Wemesslewe SpecislLeve  Comisd S Mutary Leavs
£3 Time Gertication Lims Ovtme  Compims  Camptimé  Raitay Bow " L i s P G ey
o [ o o () o ()
Pending Apsroval [ g [ 00 g 00
7 Monthly Time Repor vaiatie o 0% o s o5 s
From Friday OZII2015 to Friday 021452045
v nepartmg T3 Rogortng St Men T W T o St S Men T W T Fn o D
o negartng o 223 B 38 W 6 a8 a0 am e Me g OO sceuntcoss Fanillo Commnts  Dolse
Gewipton 300 a0 G a0 30V sk & s 000 M amm a0 &t} ame it Cars 10
I Q 00 [ 000 [0 (03 [0 (009 (003 (09 (.09 000 (000 [ 000 [ 69| [0 [0 a aQ Deie
¢ New Lins fo iy 020112018 1o iy (2752010
From Saturday 021162018 to Sundiay 0310372019
gotng S Sn Mon e Wed Tm Fi s sn Mo T W T P S S0 ougmas D
i WU M Do M A m dm uM s ME Mmoo S 33 3 QMR iaorasomcoss Fartd D conments oot
@ G 30 200 a0 &0 il om 4o &x 00 a0 &oe &b am am ity Cara o
Q 00 [ 500] [0 0.9 000 (000 50 [0 [0 (009 (099 005 (005 [0 Q Q Daies
2 New Line for Ssiurday 021672018 1 Sunday 083201
Vi Leave Batances Freius e
m e
< Back e
© Report Time
Employee Timesheet
Name Company/Pay Group: State Service Effctive Date: |
@ Payable Time Empi 10 Business nit Workgroup: 3
Job Tite: Department Manager ID
Leave Balances
- P
- e I e e e e e e Disastr Comp  Disaster Comp Empioyes
2 Time Concaton e Bances R o ol o e el A 6o oy ome "B *UEGRT wenemieans oo Doramg g Mty Lo
Current 0 00 00
Pending Apgraval
[ Monthly Time Report Available
From Friday 0210112019 fo Friday 02/15/2019
rumo moportng TS RSpOing P Sat Sun Mo Tue Wed Thu Fn st Swn  Mom Tee Wed Thu fn oo ©
Tome RapriNg e 2 % 2 2 = M iz 3 e s SR Laoraccountcose Parenial 0 comments Detets
Deacnpbion oo 000 00 s®0 100 S00 <00 00 000 a00 oo st 300 o ah sty Caro 1D
I a L] o (600 a a Deieie
dd a Nawn Line for Friday 0210112018 to Friday D2I&Z010
From Saturday 02/16/2018 to Sunday 03/032018
Time Roporting 178 Rsporting Sn Mon Tie Wed T Fn St Sm o Mon T Wed T Fm o St S = s
Time Roporting | Coce 7z s 0w am s am s 3 2w am w3 QOO o ssceunt Coos Parentalio_ Commanta Dosta
Doacriptin 034 000 550 80 &0 A0 a0 000 080 &0 a0 M0 200 a8 0m om0 ity Cara D
a 0| (008 [_0.09 [[0.09 0.0 [0.00] [0:00 [0, [ 0.08 [9.00 003 [0.09] (000 [0.69] [0.08 600 Q aQ Delete
Ad 3 Hew Line for Safurday 0211672018 to Sunday 03032018
VieerLeave Balar Fraves izt
ESign & Submt
¢ Back
Employee Timesheet
Name: CompanyiPay Group: State Service Effective Date
Empl ID: Business Unit Workgroup:
Job Title: Department Manzger ID
Leave Balances
z \ Dissster Comp  Disaster Comp Empioyse
Annuat FLsn  Requar  hoioay Optonal  SickLeave ADministrsive Extendsd sick .
Lesva Batancas Lo Sekloae o M Comime  Camptmb  Hobdsy - e T ek Finess Leave Epinl2 Espinl3 Wolness Loso  Sgocal Loawe  Donstad Sk
Current 0.00 0.00 0.00 000
Pending Approval 0.00 0.00 0.00 000
Available 0.00 0.00 0.00 003
From Friday 02/01/2019 to Friday 02/15/2019
TmeRepoting TMSFeporfng i Saf Sun Mon Tue Wed T P Ssf S Mon T Wed Tou Fm = LA D
! cooe M a7 23 w4 25 B 2T 26 I W IN 2z I3 M W5 eeett o LavorAccount Cooe Parental 1D Comments Delste
Descripon 00 000 000 300 500 300 500 EB0 000 000 00 E60 300 50 300 Mity Gare 1D
a 0.0 [ 0.06] [[0.60] [ 0.00] [ 0.06] [ 0.00] [ 0.0%] [0.00] [ 0.0d [ 0.00| [ 0.06] [ 0.00 [ 0.00] [ 0.00 [ 0.09) a o Delete
Add a New Line for Friday 02/01/2010 1o Friday 02/15/2010
From Saturday 02116/2019 to Sunday 03/03/2019
Tma Reporting Sst  Sun  Mon  Tus  Wed Sn Mon Tue Wed T Fn St s FMLAID
Done Reporting | coge e a7 e s am 24 a5 s wm SN 32 43 oo account coss parantal 1D Commants Delsts
Descipbon 000 000 300 &M 300 000 300 &M 300 300 &M 00O 000 Wity care 10
a .08 [ 0. 0.00 [ 0.00) [ 0.0 0.0 .04 0.09 008 Delate
#dd a New Line for Saturday 02/16/2010 1o Sunday 031032010
View Leave Balan Erwdom Mot

‘ E-Sign & Submit

Right-click mouse again anywhere on the Timesheet and select “Print” from the menu. This will launch

another window with the timesheet. Select Landscape from the Layout drop down box. Select the Print

button to print.
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Instructions for Printing W-4 Tax Information
1. From the Enterprise Portal landing page, click on the My Pay button.

2. From the Payroll navigation page, select W-4 Tax Information. Then minimize the left navigation
window.
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T View Form 1095-C. withheld from your wages based on marital status and the number of allowances claimed on this form. You may also specify that an additional
dollar amount be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose to have more, or less, tax withheld.

)

I Form 1095-C Consent Whether you are entitied to claim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your employer

may be required to send a copy of this form to the IRS.

View W-2/W-2¢ Forms
&% View/Edit Direct Deposit Home Address

“% Voluntary Deductions

 View Compensation History —
W-4 Tax Data
%% Charity Deductions
Enter total number of Allowances you are claiming 3
Enter Additional Amount, if any, you want withheld from each paycheck 50.00
Indicate Tax Status O single ©Married

[ if married filing separately, check here and select Single status for
“Married, but withhold at higher Single rate."

(] Check here if your last name differs from that shown on your social security card.
You must call 1-800-772-1213 for a new card.

Claim Exemption

I claim exemption from withholding for the year 2019 and | certify that | meet

BOTH of the following conditions for exemption

3. Right-click mouse again anywhere on the page and select “Print” from the menu. This will launch
another window with the W-4 Tax Information. Select Portrait from the Layout drop down box. Select
the Print button to print.
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