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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 
 

1. From the Enterprise Portal landing page, click on the My Pay button. 
 

 
 

2. The Payroll navigation page defaults to the list of Paychecks.  
 
 

 

 
3. 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. 

 
 

All fields will be selected or highlighted on the paycheck 
 

 
 

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. 
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Select the Print button to Print.  
1. Select Landscape as the Layout 
2. Select 40 as the Scale 
3. Uncheck the Selection Only box.  

 

Instructions for Printing Employee Timesheet 
 

1. From the Enterprise Portal landing page, click on the My Time & Leave button. 

 
 

2. Select the Timesheet to view 
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3. Minimize the left navigation window 

 
 

 
 

4. 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.  

 
 

 
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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