
 

3/5/2025  1 

 

View Payroll Documents 

Employees can view their payroll preferences and documents from their Workday profile or by launching the Benefits 

and Pay app. Follow the steps below to access payroll information. 

View Payroll Documents 

 

From your homepage: 

 

1. Select Menu. 

2. Select Benefits and Pay.  

3. Under Pay, select Payments.  

4. To view or print a payslip select Print. 

5. Select Notify Me Later.  

6. You will receive a notification when 

your payslip can be viewed. Select  

Notifications.  

7. Under Documents Available, select 

the document that has been generated 

for you, and then select the PDF to view 

your payslip. 
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