BGSU Training Guide

Bowling Groen State University Employee Self Service

View/Print Online Paycheck

To view or print your paycheck, you will need to open Internet Explorer and go to
http://my.bgsu.edu. Sign in to myBGSU with your BGNet userid (the part of your email address
that appears before the @ symbol), and BGNet password.

If you do not have a BGNet account or have forgotten your password, you will need to contact the
Technology Support Center for assistance.

Address \:ej http: ffeidbtest Lbgsu. edu: 7778 fsso/isp login. jsp?site2pstoretoken =v 1, 2~EDSEFFE 5~CF 1760 284258395 1C53AD98D 3D 34913240F A 582426 1 FEEDCED47DC5 203932888 1839D1F4[V] Go

Walk in support is available at 110 Hayes Hall.

Telephone support is available at 419-372-0999 and 419-372-9499 (fax).

Email support is available by sending mail to tsc@bgsu.edu.

For information on hours, refer to the TSC website at http://www.bgsu.edu/its/tsc.
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Step | Action
1. Once you have entered your BGNet Username and password, click the Login button
to enter the BGSU Portal.
2. Click on the View Paycheck link.

Note: Employees who had formerly received more than one paycheck or stub due to
multiple appointments will now see all information for a given pay period
consolidated on one online paycheck.

View Paycheck
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View Paycheck

Freddy Falcon
Net Pay: §756.82
Company: =
Bowling Green State University Pay Begin Date: 05/22/2005
Address: Pay End Date: 06/04/2005

1001 E. Wooster St
Bowling Green, OH 43403

Check Date: 06/17/2005

View a Different Payment

Name: Freddy F. Falcon Business Unit: BGSUN
Employee ID: 0007101449 Pay Group: Biweekly Payroll
Address: 123 Falcon Creast Rd Department: 10138 - Bowen Thompson Student
Bowling Green, OH 43402 Location: Bowen Thompson Student Union
Job Title: Public Inquiries Assistant 2
Pay Rate: $15.40 Hourly
Tax Data
Fed Marital Status: Single OH Marital Status: Not applicable lv]
&] Done B Internet

" Lk 3 sevee-aoo.. [T Q) oo

Step

Action

Your paycheck appears on the screen. You will have a lot of information here and
may have to scroll down to see all the available pay and benefits information.

Though your online paycheck may be available earlier, leave balances and other pay
information will be finalized on the paycheck date listed at the top of the page. If you
want to print your paycheck on or after this date for your records, scroll to the top of
the screen.

If you want to print the pay information for your records, a format has been supplied
so that it prints more easily without the myBGSU backdrop.

Click the Printer-Friendly Format button.

[ Printer-Friendly Format ]|
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3 : ;| I Bowling Green State University Het Pay: 5756.82
1001 E. Wooster St. Pay Begin Date: 05/22/2005
Bowling Green, OH 43403 Pay End Date; 06/04/2005
Check Date: 06/17/2005

Name: Freddy F. Falcon Business Unit: BGSUN
EmployeeID:  pp07101449 Pay Group: Biweekly Payroll 3
Address: 123 Falcon CreastRd Department: 10138 - Bowen Thompson Student
Bowling Green, OH 43402 Location: Bowen Thompson Student Union
Job Title: Public Inquiries Assistant 2 =
Pay Rate: $15.40 Hourly
Fed Marital Status:Single OH Marital Status: Mot applicable
Fed Allowances: 0 OH Allowances: o
Fed Addl Percent: 0.000 OH Addl Percent: 0.000
Fed Addl Amount: $0.00 OH Addl Amount: $0.00
Gross Earnings Fed Taxable Gross Total Taxes Total Deductions Net Pay
Current 1,23270 935.02 1772 29876 756.82
YTD 9,180.86 7,082.20 1371.08 210622 570356
Famings |
Description  Hours Rate Amount Amt;(Jrlljt Description Amount Am:;rrlnjt
RegularEa 80.00 15.408800 1,232.70 8,44399 Fed Withholdng 111.21 863.04
Comp Time 12327 Fed MEDIEE 16.88 126.69
CompEarned 0.00 OH Withholdng 26.67 21271
Overtime 532096 OHBOWLNG
......... 4nnn  GRN 22.36 167.74 M e
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Step | Action

6. A new browser window pops up with the printer-friendly format.

Note: if you have a pop-up blocker enabled, it will interfere with this function -- you
will need to allow pop-ups.
Click the File menu.

@ There are many different kinds of pop-up blocking software programs.
Windows users who have the most up-to-date version of Internet
Explorer can go to Microsoft's support website to find out how to change
the settings to allow popups from http://my.bgsu.edu. Yahoo! and
Google both make toolbars that block pop-ups, plus many internet
service providers have their own pop-up blocking software. Please
check the support site for your particular software to find out how to
change the settings.

Step | Action

7. Click the Print... menu.
[ Print.. crl+p |

or
Press [P].
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General | Options | - - _J 3 Links
Select Printer |_IC_PAY_INQ.GEL?Page=BG_PY_IC_PI_DATA_P&Action=U ’L] Ge G0
(] add Printer “7HP Color LaserJet 3700 PCL & ~
23 Adobe PDF 23 HP LaserJet 4200 PS Het Pay: $756.82 (l
23 Downstairs Calar Printer 2 HP Laserlet 3150 Pay Begin Date: 05(22/2005
Pay EndDate:  06/04/2005 out
Status:  Toner Low [ Print to file Check Date: 06/17/2005
bin I
LN
~
Page Range kly Payroll g
@A Number of copies: [1 2] |2 - Bowen Thempson Student
n Thompson Student Union
() Pages: 1 i Inquiries Assistant 2 E
Enter either a single page number or a single ﬂl ﬂ 0 Hourly
B e oot 2| ——
pplicable
1
Fed Addl Amount: $0.00 OH Addl Amount: $0.00
Paycheck Summary
Gross Earnings Fed Taxable Gross Total Taxes Total Deductions Net Pay
Current 123270 935.02 177.12 29876 756.82
YTD 9,180.88 7,082.20 1371.08 2,106.22 5703.56
Earnings |
Description  Hours Rate Amount Amourg Description Amount Am(I.lTrg
RegularEa  80.00 15408800 123270 844399 Fed Withholdng 11121 863.94
Comp Time 12327 Fed MED/EE 16.88 128.69
CompEarned 0.00 OH Withholdng 26.67 2127
Overtime 53298 OHBOWLNG
chinn o 40nn GRN 22.38 167.74 [pe] [w]
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Step Action
8. Make sure the printer nearest you is selected.
Click the Print button.
or
Press [Alt+P].
9. When you are done with the printer-friendly format, you will need to close its browser
window.
Click the Close button.
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View Paycheck

Freddy Falcon

company: Het Pay: $756.82 L
Bowling Green State University Pay Begin Date:  05/22/2005

Address: Pay End Date:  06/04/2005

1001 E. Wooster 8t
Bowling Green, OH 43403

Check Date: 06/17/2005

View a Different Payment

Name: Freddy F. Falcon Business Unit: BGSUN
Employee ID: 0007101449 Pay Group: Biweekly Payroll
Address: 123 Falcon Creast Rd Department: 10138 - Bowen Thompson Student
Bowling Green, OH 43402 Location: Bowen Thompson Student Union
Job Title: Public Inquiries Assistant 2
Pay Rate: $15.40 Hourly
Tax Data
Fed Marital Status: Single OH Marital Status: Mot applicable ~
&] Done ® Internet 7
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Step | Action
10. | So far, you have seen how to view your most recent paycheck. You can also view past
payments. Only payments made after the PeopleSoft conversion will be available to
view here.
Click the View a Different Payment link.
[ view a Different Pavment|
11. | Select the paycheck you would like to view. They appear in reverse chronological
order: The most recent payments appear first followed by older payments.
Click the View Paycheck link.
12. | Only your current paycheck will display year-to-date information and leave accruals.
Otherwise, similar information is displayed for past and current paychecks.
13. | When you have finished looking at your pay information, log out of the portal by
clicking the Logout button.
14. | Make sure to quit all web browsers (Internet Explorer, Netscape, etc.) to protect

the security of your data.

On a PC, you can just close all the browser windows, but on a Mac, make sure to Quit
from the browser.

Also, if you have printed your paycheck, don't forget to pick up your printout!
End of Procedure.
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