NYS Payroll Online

Office of the NYS Comptroller
110 State Street, Albany, NY 12236
osc.state.ny.us/payroll/nyspo.htm

View, Print and Save Your Pay Stub

NYS Payroll Online (NYSPO) provides access to view, print and save your pay stub.

1. Log in to suny.edu/hrportal.
2. Click NYS Payroll Online.

NOTE: If you have never logged into NYSPO before, please check out the NYSPO
Enrollment and Access job aid or contact your agency coordinator.



https://www.osc.state.ny.us/payroll/nyspo/enrollment_access.pdf
https://suny.edu/hrportal

3. Click View Paycheck in the left menu.




View Your Pay Stub

1. The View Paycheck page displays the following items for each check listed:

Check Date

View Paycheck (link)
Company

Pay Begin Date

Pay End Date

Net Pay

Paycheck Number

2. Click View Paycheck to view all information for a specific paycheck.

NOTE: If you are using Internet Explorer, you may be prompted to Open or Save your
pay stub. Click Open and it will open as an Adobe PDF document in a new window.

NOTE: You must allow pop-ups in order to view your pay stub or W-2 information in

NYSPO. There are instructions on how to manage internet browser pop-ups further on
in this document.



A. GENERAL INFORMATION
¢ Heading: identifies the employee by name and address.

e Pay Group: identifies a group of employees with similar attributes whose
paychecks are processed together.

e Pay Begin Date and Pay End Date: identifies the period for which the
employee is being paid.

¢ Negotiating Unit: the code indicating the union that represents the
employee.

¢ Retirement System: represents the retirement system that the employee
belongs to.

e Advice Number or Check Number: a unique number that identifies the
document.

e Advice Date or Check Date: date of payment.
e Employee ID: a unique number used for identifying the employee.
o Department and Location: the 5-digit agency or facility code and name.
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e Job Title: the employee’s position.

e Pay Rate: for annual salaried employees, an annual amount; for hourly
employees, an hourly rate.

e Tax Data: a summary of federal, state and local tax status data, as
identified by the employee. This section identifies marital status (single or
married), number of exemptions (allowances), and additional withholding
amounts requested by the employee.

B. HOURS AND EARNINGS
e Current Earnings: all types of earnings for the current pay period.

e Current Hours: identifies number of units on which certain earnings are
based; for example, overtime hours, holiday days, or overtime meals for
the current pay period.

e YTD Earnings: earnings by type, for the calendar year.

e YTD Hours: identifies number of units on which certain earnings are
based, for the calendar year.

C. TAXES

e Taxes: withholdings for the current pay period and calendar year-to-date for
each tax category. This includes federal income tax, Medicare, Social
Security, and state and local income taxes.

D. DEDUCTIONS
e Before Tax Deductions: deductions which reduce taxable gross salary.

e After Tax Deductions: deductions which are included in taxable gross (for
example, union dues, union-sponsored insurances and SEFA contributions)
for the current pay period and year-to-date.

NOTE: Benefits may also be listed for which no employee contribution is
made, such as non-contributory membership in the Employees Retirement
System. In those cases, the benefit will be listed with no amount.

e Refund: deduction amounts, by type, refunded for this pay period.
e Current Deductions: deduction amounts, by type, for this pay period.

e YTD Deductions: deduction amounts, by type, for the calendar year.

E. PAYCHECK TOTALS
e Current Total Gross: gross earnings paid this pay period.

e Current Federal Taxable Gross: gross earnings paid this pay period and
any amounts paid by voucher that are subject to federal income tax.
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Current Net Pay: earnings paid for this pay period after all taxes and
deductions. This amount equals the amount of the check received or direct
deposits made.

YTD Total Gross: gross earnings paid to date for the calendar year.

YTD Federal Taxable Gross: gross earnings paid for the calendar year that
are subject to federal income tax.

YTD Net Pay: total earnings paid to date (after all taxes and deductions) for
the calendar year.




Manage Pop-ups in Internet Explorer

There are two options you can select when allowing pop-ups:
1. Select Allow once every time a pop-up appears, or

2. Allow all pop-ups from NYSPO by selecting the Options for this site and
choosing Always allow.




Manage Pop-ups in Google Chrome

1. Click the red X icon to open the Google Chrome pop-up announcement.
2. Select the radio button to the left of Always allow pop-ups from...
3. Click Done.
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Print Your Pay Stub in Internet Explorer

There are two available options.
1. Click Tools > Print > Print and follow the prompts, or

2. Move the mouse to the bottom of the window, select the Printer icon from the
pop-up tool bar and follow the prompts.
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Print Your Pay Stub in Google Chrome

There are two available options.
1. Click Menu > Print and follow the prompts, or

2. Select the Printer icon from the tool bar at the top of the window and follow the
prompts.
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Save Your Pay Stub in Internet Explorer
There are two available options.
1. Click Tools > File > Save as... and follow the prompts, or

2. Move the mouse to the bottom of the window, select the Diskette icon from the
pop-up tool bar, and follow the prompts.
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Save Your Pay Stub in Google Chrome

There are two available options.
1. Right click, select Save as... and follow the prompts, or

2. Select the Download icon from the tool bar at the top of the window and follow
the prompts.
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Sign Out

For security purposes, you should always Sign out of NYSPO when you are finished
viewing or updating your payroll information. Close all open browser windows when
finished. Your pay stub or W-2 will remain open until you close the browser window,
even if you log out or are timed out of NYSPO.
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