ESS: Printing an Earnings Statement

Contents
FaTa oo [N Tox To] o VSRR USRPRNE 2
INStructions for Printing PaAyChECK....... .. e ee e e e e e e et rr e e e e e e s sesnabeeeeeeeeeeansnnns 2

HCM CAPPS Desk Aid: Print Pay Check
Page 1 of 5



Introduction

With the upgrade to PeopleTools 8.56, a paycheck can only be printed from Internet Explorer with some printer
setting changes. This desk aid describes the steps to print a paycheck from Internet Explorer. Note: The printer
setting changes will need to be made each time a Paycheck is printed from the CAPPS HR/Payroll System.

Instructions for Printing Paycheck

Using the Internet Explorer browser, log into CAPPS HR/Payroll.

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.

< Back Payroll A
% Paychecks Paychecks
€ W4 Tax Information i n
Check Date Company, Pay Begin Date / Pay End Date Net Pay
5 W-2W-2c Consent
o 040112018 453594
i View Form 1095-C eerne oanuots ’
i Form 1095.C Consent T

w W-2/W-2¢ Forms
5 View/Edit Direct Deposit
%) Voluntary Deductions

® View Compensation History

“% Charity Deductions. n

HCM CAPPS Desk Aid: Print Pay Check
Page 2 of 5



5. Right-click mouse anywhere on the View Paycheck page and choose “Select All” from the menu.
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6. After all the fields are highlighted, right-click mouse again anywhere on the View Paycheck page and
select “Print Preview” from the menu. This will launch another window with the paycheck you selected.

HCM CAPPS Desk Aid: Print Pay Check
Page 3 of 5

View Paychecid ®

cony

sctal

o

Print preview...

Map it ing

G Search with (wwigoogle.com) Google
>

Callwith abes

Callsnd it vit hbbes
rax 0u

T ST ot i
fred Aliowances i) i Asowsol
JFed Adal Percendio 000} 1 £dat Percentiio 000}
paycheci sunnand
o o] E e mE
) e THE EEEE foss oz
Emm ]
E.rl m EE
fod 1 m oo o o<1
1 1 1 253921 1315 54
1 1 1 1 1
1 1 1 1 I
ot} 1 1200 34 o | 5769 b o0s 54
| 1 1 ' 1
5%



The Paycheck is now in Print Preview mode
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7. To ensure the Paycheck prints on a single page, the following settings must be updated each time the
Paycheck is printed:

a. Onthe menu bar:
i. Select 1 Page View from the first drop down list.

ii. Select As Selected on screen from the second drop down list.
iii. Select 50% from the third drop down list.
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8. After the printer settings are updated, select the Printer Icon at the top left of the menu bar

9.
pages from printing along with the Paycheck.
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