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How to Read Your Payslip in Workday 
This guide will provide information and tips on how to read your payslip in Workday.  For information on how to find your payslip in Workday, 

please see  WDHR 601 Q1: View Payroll Documents.  Payslips are available to view the day before the pay date.  Note that only pay periods paid 

from Workday will have Workday payslips.  For exempt staff, that will begin with the May 1, 2023 pay date.  For non -exempt staff, the first pay 

date in Workday is April 14, 2023.   
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1. Provides company / employer information including Name and Address.  

2. Summary information of employee: Name, ID, Pay Pd dates, and check date.  Check number will only appear if you receive a paper check. 

3. Summary totals including current pay period and year to date (YTD) for the current calendar year.  Note that Gross Pay less deductions and 

taxes equals Net Pay. 

https://www.vumc.org/myworkday/sites/default/files/public_files/Training/HCM/WDHR%20601_Q1_View%20Payroll%20Documents.pdf
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How to Read Your Payslip in Workday—continued 
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4. Details each type of earnings you have received this pay period and YTD in alphabetical order.  Note these amounts can include regular 

earnings, PTO,  sick, overtime pay, etc. 

5. Shows the amount withheld from your paycheck for payroll taxes.  This can include OASDI (social security), Medicare, Federal Withholding, 

and state, city or local taxes depending on your work and home address.  

6. Pre-tax deductions include deductions you have elected to have withheld from your earnings such as medical, dental, vision, and other pre

-tax benefit types. 

7. Post-tax deductions are made after your payroll tax obligation for the current pay is calculated.  

8. Benefits that VUMC contributes on your behalf such as 403(b) match and health savings account.  These are not deductions from your pay. 

9. Shows the portion of your earnings that are taxable for each withholding.  Note that the amounts may be different as each withholding 

type has certain  qualifications to determine whether wages are taxable. 
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10. Withholding includes your Federal and State Tax Elections at the time payroll was processed.  You can update your elections on the  

       Workday home screen.  Based on the timing of your update, the change may not be reflected until the next pay period.  Employees who  

       make no elections will receive a default of Single Status and $0 tax credits. 

11. Shows how you elected to distribute your net pay.  For employees who don ’t have direct deposit, this will show check information,  

        without Bank Account details.  You can update your banking and deposit elections from the Pay application in Workday.  Based on the  

        timing of your update, the change my not be reflected until the next pay period. 

How to Read Your Payslip in Workday—continued 
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QUESTIONS? 

Please email BusinessEducation@vumc.org.  

mailto:BusinessEducation@vumc.org

