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Staff Access to Online Payslips

After January 2015, Isle of Wight Council staff will be able to access their electronic payslips via the following
two methods:

e Viathe SAP portal on wightnet for staff logged into a work computer.
e Via iwight.com/myAccount for staff outside of the works network.

This document describes both methods:

Wightnet

Payslips have long been available for all staff via wightnet. To access them follow the steps outline
below:

a) Open Internet Explorer or a browser and go to the intranet home page
http://wightnet.iow.gov.uk/ .

/5 Wightnet - the Tsle of Wight Council Intranet - - Internet Explorer, enhanced for Bing and MSN o ] 3]
) .
(I |@ http:/fwightnet. iow.gov.uk/ pj +#| (2 Wightnet - the Isle of Wight ... % | = Wightnet - the Isle of Wight Co... | | {07 5.7 693

File Edit View Favorits Tools Hep

»

95 £ wightnet - the Isle of Wight... T IWIGHT £ |Sugaested Sites = 2| Web Sice Galery = £ | Wightnet2000 | forms ~ | wightnetapps ~ | LOCALDEV ~ | DEVApps ~ | TestApps ~

You are logged in a=: F. Tottiows |7

™ ISLEof et
TRy VIGHT

ONE COUNCIL m DEPARTMENTS | NOTICEBOARD m

About the Intranet

Latest News My Job Quick Links

Content List
Phonebook
Profile

Feedback

Useful Resources
iwight.com

Council Sites

Department Web Pages

Wightnet 2000
SAP Support
Contacts

SRM

b) Click on ‘Access the Self Service Portal’

Council News

Re-Organisation Support
Guest Wi-Fi Accass

Pay Structure & Job Evaluation
Staff Benefits Transport Discounts
Accident Reporting

HELF Employes Assistance - counselli
support

Who's Who Councillors Guide
Application Support Web Pages
Work Related Travel Discounts
Newsletters

The vine

Bullztin

link highlighted below.

I Overview

My Details

Personal information is now accessed
the SAP Self Service Portal

System / Application Alerts

Software update: Windows and Office
updates - helpful infarmation

EMS: Planned upgrade - 15th Dec 201

Access the Self Service Portal
AQs for SAP Employes SzIf S8
FAQs for SAP Managers Self Service

Employee Self-Service applications provide you with
easy access to information and senvices for employees.
This page gives you an overview of the areas available.

Emplavee Search
Search for employees by name and find basic information about
colleagues and their position in

the council. Amend your own contact extension.

Fay Information
Display your payslip and P60 infggefation.

Personal Development

E Phone Book

‘Corporate Plan 2014-2017
e Learning & Development
ﬁ Job Vacancies
w SAP Support
\“ Help with ICT
0 Information Management

e ‘WightMaps

. Once the portal has opened, select the ‘Pay Information’
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c) From within the ‘pay information’ section, select the payslips link.

Benefits and Payment
I Benefits and Payment

J'J

100 20

Pa
Payslip
View your payslips here.
Ye
View your current P&0 document

d) From within the ‘payslip’ section you can view your most recent payslip.

Portal Access

<\‘\> ‘{N§ILCEﬁ)fI‘ w ] Help | SAP Store | Log off

€ o UuUN

' Self Service

cmplyee ol servce | Fnance | Home | )

Overview | Universal Worklist | Employee Search | Working Time | Pay Information | Personal Development | Personal Information | Work Objects o

Payslip | History, Back Forward
L]

Show Overview

‘ |< Previous Salary Statement|D-‘e><t Salary Statement >| Exit

|Name | Employee no.: NN Pay Date:  28.11.2014

Tax Perlod Sort Code: ]

Tax Code: - Account No.: [ ]

NI Number: Roll No.:

PAYMENTS DEDUCTIONS

Description | CostC Rate Units Amount Description Amount

01 Basic Pay S RS | (. |
T .
| [

You can use the ‘Previous Salary Statement’ button highlighted above to access previous payslips.
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iwight.com/myAccount

After the January 2015 pay run, Isle of Wight Council staff will be able to access their payslips outside
of the intranet on iwight.com via the Staff application.

To do this you will need undertake the following:

a) Install a PDF Document Viewer
b) Create an account on iwight.com
c) Add your email address to SAP.

How to install a PDF Document Viewer
PDF stands for Portable Document Format and is a standard format for displaying documents on the
web, there are many free ‘readers’ available and any of them can be used to view your payslips

Work computers will already have a PDF reader installed by default, however if you have problems
opening PDF documents, contact ICT who will install one for you

If you are on your own machine or a private machine and you don’t already have a PDF reader
installed, you can install a free one from Adobe, click on this link and follow the instructions
http://get.adobe.com/uk/reader/

How to create an account on iwight.com

It is advised that you do not use your works email address for your online Account, instead you should
use your own personal email address.

You can get help on creating an account by clicking on the link below:
https://www.iwight.com/MyAccount/docs/My-Account-User-Guide-Signing-up-to-a-new-account.pdf.

How to add your personal email address into SAP
Your personal email address will need adding to SAP as outlined below:

a) From the intranet (wightnet) home page select ‘Personal information is now accessed the SAP Self
Service Portal’.
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Personal information is now accessed
the SAP Self Service Portal

Sy

Software update: Windows and Office
updates - helpful infermation

EMS: Planned upgrade - 15th Dec 201

Support for SAP

Access the Self Service Portal

FAaQs for SAP Employee Self Service
FaQs for SAP Managers Self Service

b) From within the portal, select ‘Personal Information’.

Working Time
Record your working times, planfrour leave, and display your working patterns,

Quick Links
Record Working Time

Personal Information
Manage your addresses, bank informg

Cn, and information about family members and dependents.

l- Work Items on Loan

=] Display and change the assst data assigned to you.

c) From within the ‘Personal Information’ section select ‘Home Email’.
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I Personal Information

§ Personal Information
— Addresses
Enter, changs, or delete your addresses,
Bank Information
Enter, changs, or delete your bank information.

nter, change, or OoMag vour personal data.

Home email
o) awich o a home contact 2mail address, pleass enter it via this link.

Ethnicity, Disability and Military Status (Additional Personal Data)

Enter, change or delete your additional personal data.

d) Follow the onscreen instructions to edit and save your home email address.

Once you have created an account and added your email address to SAP, you will need to wait until
the next day before you can access you payslips online, this allows time for an overnight process to run
which will circulate the email change through the systems.
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Accessing your Payslips

To access your payslips, follow the directions outlined below:

1) Open a browser and navigate to www.iwight.com/myaccount and login as normal.

Below is a screen shot showing your ‘myAccount’ home page with the payslip’s link highlighted:

You are here Home Council My Account My Home Page

Your Account Home

My Home Page
Customise

+ Staff Payslips
Logout

Additional Authentication

For security purposes you will need to provide some additional authentication to view your payslips, you will
need you're:

e National Insurance number, as found on your national insurance card.
e Date of Birth.

You are here Home Council Staff Challenge

Additional Staff Authentication

As additional security you are required to confirm your National Insurance number and Date of Birth Staff Payslips
before proceeding

National Insurance Number My Account Home
Date of Birth (dd/mmiyyyy)
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Viewing Your Pay Slips

Once you have logged in and provided additional authentication information, you will be able to view your
payslips.

The image below shows the payslip page listing and highlighting one payslip for January 2014:

You are here Home Council Staff Payslips

Payslips

To view payslips from previous years, please u drop down list and "View" button below.

Show Payslips for Year: | 2014 v

You can view any stored payslips for previous years by selecting from the ‘year’ drop down list.

Please note, payslips will only be stored online from January 2015, you cannot use this system to view payslips
prior to January 2015.

Your payslip will be displayed in your open browser window and a copy will not be saved in your local
machine’s download folder - unless you choose to save a local copy. Please be careful saving local copies if you
are on a shared machine

Isle of Wight Council Employed Leavers

MyAccount has the facility for customers to change their email address, this means the primary email
address used to login to the account can be updated at any time

When staff make such a change they will no longer be able to access or view their payslips. It is
therefore recommended they first save a copy of all there Payslips before they change the MyAccount
email address
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