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480-731-8287 www.maricopa.edu/training

Print Your Pay Advice From HRMS

The District no longer prints pay advices for Direct Deposits. Instead, all employees can
view and print their pay advices online using any internet connection and printer.

1.
2.

Start Internet Explorer. (These instructions are written for Internet Explorer 9.)

In the address field, enter www.maricopa.edu/employees.
Click the Login button.

MARICOPA
COMMUNITY
COLLEGES" home aboutus employees search

Login =
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Click the HRMS link on the left side of the display.
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sis Admissions Announcement | 01-Jul2011

Help Due to recent federal regulations regarding State Authorization, students residing in some

ngue states other than Arizona may have their enroliment restricted or may not be able te enroll in

classes at all. If you attempt to enroll and receive an error message that the college you

selected is not authorized to offer distance education in your state, please contact the

BlackBoard Admissions & Records Department of the Maricopa Community College you wish to attend
Mema
Calendar Protect your password! 20-Sep-2010

MNever respond to an email asking for your password. Maricopa will NEVER ask for your
password in an email.

Enter your Maricopa Enterprise ID (MEID) and your memo password; and press Enter.
e To look up your MEID, click here.

On the HRMS menu, follow this path:

Self Service > Payroll and Compensation > View Paycheck.

e Your pay advice displays:

View Paycheck 'A el
Soliears
Jane: Do

Company:
Maricopa Community Colleges

Net Pay: $oanxn

Pay Begin Date:  11/28/2008
Pay End Date: 121122008
Check Date: 12/19/2008

Address:
2411 W 14th Street
Terpe, AZ 852816942

Resened for Payroll PRD. View 3 Diffarent Paycheck

General

Hame: Jane Doe Business Unit: MCDOD

Employee ID: 12345676 Pay Group: Maritopa Community Collages

. 123 Arpwhere . ' .
Add 3 Department: 700-151040 - Empl & Org Develo
ddress: City, AZ 85123 parti ! g

Location: District Bupport Services Crir
Job Tile: Mar Technology Training
Pay Rate: § i Biwaskly

Fed Marital Status Martied AZ Marital Status:

Fed Rllowances: 2 AZ Withholding: % of Federal
Fed Addi Percent: 0000 AZ Addl Percent: 0000

Fed Addl Amount:  §0.00 AZ Addl Amount: $0.00

Click anywhere on your pay advice. (This makes your check the current frame.)
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http://www.maricopa.edu/employees
http://www.maricopa.edu/employees/divisions/hr/files/development/course_materials/tts/hrms/self/EnterpriseID.pdf
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8. From the File menu, select Print Preview.
9. On the Print Preview toolbar, select Only the Selected Frame:

Only the selected frame *L“ Shrink To Fit V||
As |aid out on screen 5 z =

| 1 Page View V”| Only the selected frame V||| Shrink To Fit V”

11. In the Page Setup window, enter the following margins:

Left: .5 Right: .25
Top: .75 Bottom: 1.
— Paper Options - Margins {inches)—

Page Size: Left: ID_5
Letter < Right: Ir
% Portrait " Landscape Top: ID'?E

[™ Print Background Colors and Images Battom: |1
¥ Enable Shrink-to-Fit

— Headers and Footers
Header: Footer:
[Tile =] Jure [
|-Emety- =l |-Empy- [~
IF'age # of total pages j IDate in shor format j
Change Font |

12. Click OK.
13. From the Print Preview toolbar, select the Print icon.

2 Print Preview

| 1 Page View vm Only the selected frame V||| Shrink To Fit VH

14. In the Print Window, click Print.

e Your pay advice will print on two pages.
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