
 

 

My Payslips Tile 

1. Log into HR & Payroll Self-Service. 

2. Select the My Payslip Tile 

 

3. The Payslip screen will look like the below: 

 

4. To download a specific payslip, select ‘Download Payslip’. To print a 

specific payslip, click the printer symbol.  

 

5. To view a payslip, hover over the payslip line and click it.  

6. The payslip will show details like, the permanent address, gross pay, 

deductions and net pay. The current pay and year to date figures can 

also be found at the bottom of the payslip.  

 



7. Click the Explain payslip to see explanations of certain areas of the 

payslip. You can see the explanations by hovering over the red boxes.  

 

 

8. Click ‘Cancel’ to leave Explain Payslip.  

9. The Explain Paycode button lists the previous/old payslip description 

with the corresponding SAP Payslip description. It is also possible to 

search for a specific paycode in the search box. This button is only visible 

for users in the East and South East company code. 

 

 

10. Click ‘Cancel, to leave Explain Paycode.  



 

11. The Contact us button will provide a link with contact information for 

the local payroll departments.  

 

 

12. Click ‘Cancel’ to leave Contact us.  

13. To move back to payslip home screen, click the arrow button next to the 

SAP logo.  

 

14. To view previous online payslips received prior to SAP Payroll System, 

click ‘View Previous Payslips’ at the bottom right of the screen.  

  

15. Click the back arrow or the SAP logo to return to the Home screen. 

 

   

 

 


