Stata of Washington E S S

Earning Statements

Purpose Use this procedure to view and print your current or past earning statements
online.

Helpful Hints @

You can go directly to the portal from any supported internet browser by
entering this web address: https://wahrms.wa.gov. Depending on your operating
system, the supported browsers are: Microsoft Internet Explorer 7 or 8 and Mozilla
Firefox 3.5. Other browsers may work, but they are not supported.

1
A Logging out correctly is important. (=)

When you are done working in ESS, exit Do not use this 2 -

the program by clicking on the “Log off”

»

link in the upper right-hand corner of any E[zv HRpY TIIEv 1

screen. This permits the web browser to
. Perzonalize | Log off
shutdown securely, protecting your
. . Use this

personal information. DO NOT shutdown

ESS by clicking on the “Close X” in the upper right-hand corner of the screen. This
does not close your session down securely.

@ If you are using a web browser other than Microsoft Internet Explorer, you
may see a popup box appear after you click on the “Log off” link. This is just asking
for confirmation that you really want to log off. Click “Yes” to continue.
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Procedure

1. Start all ESS actions by logging into the Washington State HRMS Portal.

Welcome to Washington State's Human Resource Management Systems

HRMS PORTAL

This is a secure application and available only to
Washington State employees.

| Logon D * | |

| Password * | |

Forgot Passwaord
Having Trouble | ogging In?
More ESS Information

HIR ., ight June 2010

@ For help logging in see the “Logging In” procedure.

2. Start the action by clicking on the Earning Statements tab.

Employee Self-Service

Welcome | ESS Applications | PersonalInformation | Earning Statements | ESS Help

/ Welcome

Employee Self Service

Welcome

= My Personal Information — Click on this link above to update your personal
information, including address, emergency contact and email.

@ Tip: You may also click on the ESS Applications tab for an overview of all services available
in ESS. You can access Personal Information, Earning Statements and ESS Help from this tab.
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3. Click on the Earning Statements link to select.

I Earning Statements

5 ‘;}d Earning Statements
100 Earning Statements ,.‘_
ISplay your current or past earning statements.

Earning Statements Help

Earning Statements Help

4. Click on the box to the left of the Pay Date you would like to view. Wait for the record to
become highlighted and then click the Display Earnings Statement button.

Tips: 1. Only one statement may be selected at a time.

The current statement is listed first.

3. The earning statement for the last pay period of the year (12/24/xxxx) will
display here for 5 months into the following year so it is available to print
for tax reporting purposes.

4. Click the Display Extended Earnings Statement button to see more detail
on your earning statement.

N

Display Earnings Statement
State of i Employee Earnings Stat it

Make a selection

Masen, Elizabeth

y Date Period “Year Start of Period End of Period
[  o4i092010 o7 2010 03182010 033172010
[l  o3zs2010 06 2010 03012010 031572010
[ 03102010 05 2010 02/16/2010 02/28/2010
[ ozesrzo10 04 2010 02/0142010 021572010
[  oznoz010 03 2010 01416/2010 013172010
[ owzszot0 0z 2010 014012010 011572010
[ owzoto 01 2010 1218/2009 1213172009
I | 12/2412009 24 12/01/2008 121572009

1 el il DQ_,/CIick here to display

| Display Earnings || Display Earnings |
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5. Your earning statement will open in a new window. Click the printer icon in the Adobe window
and make the appropriate selections for printing.

k| & ﬂg & @ 130% - @cm\abwatev /Signv = & And -

STATE OF WASHINGTON Page1 /2
Earnings and Deductions Statement
Payroll Date
. 02/10/2010
Printer Icon
Employer Location
1110 Dept of Personnel 2000
Personnel # Payroll Area
20039807 11 Semi-Monthly
MASEN, ELIZABETH Exemptions # WI/H Stat
459 NORTH AVENUE 01 Single
Pay Period Anniversary Date
OLYMPIA WA 98516 2010-03 01/19/1989
Pay Period Begin Pay Period End
01/16/2010 01/31/2010
Earnings + Allowances - Mandatory Deductions - Deductions + Adjustments = NET PAY
2,979.00 0.00 664.55 337.45 0.00 1,977.00
Payment Type Payment Number Account Payment Bank Amount
Direct Deposit F219999 Checking WSECU 1.977.00
Total Net Payment 1,977.00

@ If you have problems printing, contact your agency’s help desk for support.

6. Close the window to return to ESS.
'
A Closing this window does not log you off of ESS.

7. You have completed the action. Remember to Log-off of ESS.
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