My HR Info Troubleshooting Guide il

How to access your paycheques or banked Hamilton
time balances.

My Pay — View Paycheque Advice (PDF format):

In PeopleSoft version 9.2, Pay Cheques and Direct Deposit Pay advices are available in
printable PDF format through View Paycheque in employee self-service. When you navigate to
View Paycheque, you will see a listing of paycheques and advices sorted by Cheque Date in

descending order. The most recent payment is no longer displayed as a landing page.

Click on the “View Paycheque” link beside the cheque date you wish to view. A check mark in
the “PDF File” column indicates there is a printable PDF version available for this particular

payment.

Home | Worklist | AddioFavortes | Sign Out

Favorites « Main Menu ~ » Job Description > View Paycheque

All ~ | search % | Advanced Search  [&] Last Search Results

Mew Window | Personalize Page

View Paycheque
Employee Banked Time Balances

Review your available paycheques. Select the chegue date of the paychegue you would like to review.
If you are unable to open your Paycheque by clicking on the ‘View Paycheque’ hyperlink, your Internet browser's pop-up blocker

may be turned on. Tum off the pep-up blocker, and then open the Paychegue by clicking on the ‘View Paycheque’ hyperlink. If you
are still experiencing ‘pop-up’ issues, contact the |T Service Desk at extension 4257 for assistance.

Paycheque Selection Personalize | Find | View 100 | (&1 @ First (4) 1-100f126 b Last
Cheque Date View Paycheque Company Job Title Pay Begin Date  Pay End Date Net Pay Paycheque Number iﬁ:
11/25/2022 C\t}' of Hamilton 1171442022 1142712022
1171072022 View Paycheque City of Hamiiton 104312022 111342022
1072812022 View Paycheque City of Hamilton 1001712022 10/30/2022
10r14/2022 View Paycheque City of Hamilton 100032022 10/16/2022

The below message will appear, click on “Open”

If the browser ndicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File..."

Internet Explorer M

What do you want to do with SSPCNADV.pdf?

Please close this window after download has completed ..

From: itvdhrdev.hamilton.ca

< Open

The file won't be saved automatically.

<+ Save

<+ Save as

Cancel
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The PDF paycheque or DDP advice will then appear in a separate window or tab.

To print, click on File>Print. You can also save the file by clicking File>Save as...
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To view another paycheque/advice, close the PDF window or tab and navigate back to

the original window.

To view current Year-to-Date banked time values, click on the “Employee Banked Time

Balances” link at the top of the page.

Home | Workist | AddtoFavoriies | Sign Out

IH|/Hamilton

Favoritas = | Main Menu ~ > Job Description > View Paychegue

| All = Search % | Advanced Search  [G] Last Search Results

New Window | Personalize Page

View Paycheque
I Employee Banked Time Balances I

Review your available paycheques. Select the chegue date of the paychegue you would like to review.

If you are unable o open your Paycheque by clicking on the "View Paycheque’ hyperlink, your Internet browser's pop-up blocker
may be turned on_ Turn off the pop-up blocker, and then open the Paycheque by clicking on the “View Paycheque’ hyperiink If you
are still experiencing ‘pop-up’ issues, contact the IT Service Desk at exiension 4357 for assistance.

v Paycheque Selection Personalize | Find | view 100 | (211 & First (4 1100126 »' Last
Cheque Date View Paycheque Company Job Title Pay Begin Date  Pay End Date Net Pay Paycheque Number T:R:
111252022 View Paycheque City of Hamilton 11/14/2022 1112772022
111072022 View Paycheque City of Hamilton 10/31/2022 11/13/2022
10/28/2022 View Paycheque City of Hamilton 101712022 10/30/2022
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g Home | AddtoFavorites | Sign Out
IH/Hamilton

Favorites - Main Menu = > SelfService= » MyPay~ > View Paychegue
| All = | Search # | Advanced Search
MNew Window | FPersonalize Fage
Employee Banked Time Balances
1D: Year- 2022
Personalize | Find | (7 | E First (4 10f1 (p Last
E‘a):jneings Description Hours YTD  Gross Eamings YTD
ENK Overtime Bank Balance 21.00

To return to the paycheque listing, click on the “Return to View Paycheque” link.

Last Revised June 15, 2023



Error Messages When Attempting to Access Jobs Open to the Public/My HR Info:
Is your screen displaying one of these messages?
1. {Processing Processing Processing} then timing out?

If the page you are attempting to access is saved in Favourites it is possible the
bookmark has been corrupted. Delete the bookmark and navigate to it rather than

using Favourites.

If you are unsuccessful in navigating to your destination:

Delete All Temporary Internet Files, Cookies and History from your Browser
2, “Web Server is incorrectly configured.”

Navigate to: Start — Programs - Internet Explorer — Tools — Internet Options —

Privacy

Check that the slider bar located under the heading Settings is set to Medium. A
setting higher than this will disable cookies and cause the above message to be

generated.
3. "You are not authorized to view this page.”

This error normally occurs when your password has been reset or when you have
many browser windows open on your PC. Close all open browser windows, re- open
a new browser window and navigate back to the page you were on. If the error still

occurs, do a complete shutdown.
Navigate to: Start — Shutdown

If you still get a 'Not Authorized' error, verify that you have the most current browser
version downloaded to your machine. The recommended browser by PeopleSoft and

for accessing PeopleSoft is Internet Explorer.

Navigate to: Start — Programs - Internet Explorer — Help — About Explorer

Last Revised June 15, 2023



