
HOW TO VIEW, PRINT OR READ YOUR PAYSLIP
HOW TO CHANGE YOUR TAX WITHHOLDINGS

THIS GUIDE EXPLAINS HOW TO:
1. View your payslip
2. Print your payslip
3. Read your payslip
4. Change your tax withholdings

+ CLICK ON WHAT YOU WOULD LIKE TO DO
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INSTRUCTIONS
1. From the Workday landing page, select the Pay worklet.
2. In the menu that appears, you will see a section called Payslips.

There will be a list of your payslips for the respective pay periods.
3. Click on the payslip you would like to view.
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INSTRUCTIONS
1. Follow the instructions to view your payslip.
2. Click to open the payslip you want to print.
3. Click Print Payslip Image.
4. A PDF version of your payslip will open in a new browser window.

You can either save the PDF to your computer or print it.
5. You must have Adobe Acrobat Reader installed on your computer

in order to print your payslip. Visit the IT Self Service Portal and
click Order Software (AZ Software Store) under the Submit a
Request section. Search for Adobe Acrobat Reader.
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NO. DESCRIPTION

 Displays your name, legal entity, employee ID, the pay period beginning and 
ending dates, and your check (pay) date.

 This is a summary of your pay, deductions and taxes for the pay period and 
year-to-date (YTD).


Shows your current pay (earnings) and year-to-date (YTD) totals. If you are 
a non-exempt employee, you will see details about the hours you submitted 
on your timesheet. If you are an exempt employee, you pay will appear as 
“Regular Salary”.

 Displays your current and year-to-date (YTD) taxes, including federal and 
state taxes.

 Shows your current and year-to-date (YTD) pre-tax deductions.

 Displays your current and year-to-date (YTD) post-tax deductions.

 Shows your current and year-to-date (YTD) taxable wages.

 Displays your federal and state tax elections.

 Displays your direct deposit banking information.

This payslip is for illustration purposes only. Not all possibilities or scenarios 
are included. Your payslip will correctly reflect your earnings, deductions and 
banking information.



INSTRUCTIONS
1. From the Workday landing page, select the Pay worklet.
2. In the menu that appears, you can view your current withholding elections or payment elections under Actions. To change

your tax elections, click Change Federal/State Tax Elections. You will be automatically logged in to CIC Plus, the system
that captures this information.

3. For instructions on how to SUBMIT federal/state tax withholdings for the first time, click here.
4. For instructions on how to CHANGE OR VIEW your current federal/state tax withholdings, click here. Please note that when

you change your tax withholdings, the system will move your previous information into archive and will create a new form for
you to enter information.

5. For instructions on how to CHANGE YOUR DIRECT DEPOSIT INFORMATION, click here.
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