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Introduction 
The Employee Salary Notice is a new report which can be found on the Manage Employees screen under 

the More Button. This report will show employee salary and fringe benefit information — deductions for 
which the employer is paying all or part — along with leave accruals. Employee salary notices are sent to 

the job queue for processing and will automatically be published to the ESS, if that module is enabled.  

General Information 
1. Employee information — name, address, site/department, birth/hire dates, Federal/State 

withholding — will display on the report, as well as all approved jobs, and employer-side 

deductions. 

2. All positions, all job types, all designations, including supplemental jobs will be reported. 
3. Employee salary notices will automatically be pushed to the ESS if that module is enabled and 

will be printed to a PDF file. 
4. The report will be sent to the job queue and could take 45 minutes to an hour to process about 

400 employee salary notices due to the large number of calculations being performed — for 
example, employer deductions calculated for all payroll periods in a fiscal year. 

5. When the salary notices are generated, they will be saved into the folder that is set up in your 

browser for downloads.  

 Process 
Navigate to HR, Payroll & ESS > Manage Employees and select one employee, multiple employees, or all 
employees. Click on the More button and select Employee Salary Notices. 

 

Figure 1: Selecting Employee Salary Notices 
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A message will be displayed indicating that your request to generate the salary notices has been added to 
the job queue. 

 
Figure 2: Employee Salary Notices - Sent to the Job Queue 

 

If the employee salary notices completed successfully, the message below will be displayed on the 

screen. From here, click on View Results to see the employee salary notices. 

 

 

Figure 3: Employee Salary Notices - Success Message 

 

Clicking on My Job Queue will display the message that the employee salary notices were created 
successfully. 

 

 
Figure 4: My Job Queue - Job Finished 

 

A sample of the Employee Salary Notice is shown on the next page. 
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Figure 5: Sample Employee Salary Notice – 2 pages 
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If the employee salary notices fail, the message below will be displayed on the screen. From here, click 
on My Job Queue to view the error message in more detail.  

 

 

Figure 6: Employee Salary Notices - Failure Message 

 

The screen shot below shows the job queue and error messages from any job that you have run. The 

error at the top of the list should be the one for the employee salary notices. Review and fix the error 
and then run the employee salary notices again. 

 

 

Figure 7: Error Messages in My Job Queue 


