Instructions for Viewing Pay Stubs Online

Step 1: Go to sutton2.mvsu.edu and click on the “Enter Here”
link
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BE Enterthe secure area

B Enter your User's ID and PRIMARY PIN (OLD PIN)*
to Enter Course Registration Area Proceed with the
regular registration steps until you reach the screen
that includes the DROP/ADD Courses option. CLICK
DROP/ADD COURSES and then you will be
prompted for your ALTERMNATE PIN

NOTICE !

** The Alternate PIN is only heing used for Registration. Tou
may obtain this PIN number from vour advisor. The PIN £ you
normally use is sall valid and can be used for all other Sutton 2

Online Registration activities.
Summer I and IT 2007
To Be Announced

Completing on-line registration officially envolls
students into selected classes. Students who decide not
to attend must officially withdraw from the University.

If your registration fees have not been paid by cash, financial aid award
or other payment arrangements before the first day of class fer each term
or semester, your registration will be purged from the system. Students
writh prier balances will not be allowed to register enline until the balance
is paid in full or payment ar have been established
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Step 2: Select “Enter Secure Area”
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Apply for Admission
General Financial Aid
Campus Directory
Class Schedule
Course Catalog
Alumni and Friends
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Step 3: Enter your personal security question and answer.
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@ If you ever forget your PIN, you can reset it yourself, without calling for assistance.

Enter your personal Security Question, along with the Answer. This will enable you to reset your PIN and gain access to your information.
To help you to remember your answer, keep it short, limit spaces, and do not use special characters. Your answer is limited to 30

characters.

Enter Questiun:|

Answer: |
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Once you have completed all parts of the initial setup, please
proceed to Step 4.



Step 4: Enter your user id #:
Enter your pin #:

Please contact Tamara Verdell in Human Resources at ext 3531 if you have not been
assigned a user id and pin #.
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@ Please enter your user Identification Number {ID) and your Personal Identification Number {PIN}. When finished, click Login.

When you are finished, please Exit and close your browser to protect your privacy.

[Login] [ Forgot PIN? |
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Step 5: Select “Employee”
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Welcome, Tamara L. Verdell, to the MVSU Information System! Last web access on Feb 16, 2009 at 08:55 am

Employee
‘T\me sheets, time off, benefits, leave or job dats, paystubs, W2 and T4 forms, W4 data.

change information: Change your PIN; Customize your directory profile .

Finance
‘ Query, Update or View Budgets

Return to Homepage

‘ View or updste your sddress(=s), phone number(s), s-mail sddress(es), emergency contact information, & marital status; View name changs & social security numbsr
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Step 6: Select “Pay Information”

Employee Main Menu - Windows Internet Explorer
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Time Sheet
Request Time Off

Benefits and Deductions
Update or view your retirement plans, Health insurance information, Flex spending sccounts, miscellansous deductions: Change your bensficiary information: Access open

enrollment.
Pay Information

View your Direct Deposit breakdown; View your Earnings and Deductions History; View your Pay Stubs.
Tax Forms

Changs W-4 information; View your W-2 Form or T4 Form.

Current and Past Jobs

Time Off Current Balances and History
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Step 7: Select “Pay Stub”

SCT WWW Information System - Windows Internet Explorer
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Direct Deposit Breakdown

Earnings History

Pay Stub

Deductions History
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Step 8: Select the desired pay stub year and click “Display”
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Select Pay Stub Year
@ Select a year for which you wish to view your pay stubs and then click View Pay Stub Summary.

Pay Stub Year:

[ Direct Deposit Breakdown | Earnings History | Deductions History ]
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Step 9: Select the pay stub date of your choice from the “View
Pay Stub Summary” page to view your paystub.



