Employee Self Service
e e v
DOE Applications

Steps For Checking Payroll Portal For Dates You Were Paid For L

This is available through the “Employee Self Service” tab in the payroll portal.
If the “Employee Self Service” Options are inaccessible, it is because you have not yet logged *
into THIS page. The LOGIN tab can be found below the “Employee Self Service” tab.

Detailed Instructions can be found below:

Using Internet Explorer browser, go to the following website:
https://payrollportal.nycboe.net

L e—
Sign-in Help

Metwork\Email Id:

Passuord:
e
et
Id/Password?

OE”ID

OEIS]D

i
|

* Required Fields

(B sign-in_|

Custodians Click Here

NOTE: Ensure the pop-up blocker is turned off for this website. If it is on, you may not see all the images

shown below.

1) Enter your Outlook User name (i.e., your DOE Email ID without the “@schools.nyc.gov” part).

2) Enter your Outlook Password (i.e., DOE Email Password).

3) Click “Log On” button.

. e MNew York City Department ... *

s EMployee Intranet

Education

Security ( show explanation )

Q This is a public or shared computer
@ This is a private computer

Outlook User name: Sl

Forgot your User name or Password? Click here
Go to the NYCDOE Public Web Site

Children First. Always. © The New York City Department of Education
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If your log on is successful, the screen below will be displayed.

4) Enter your Network\Email Id (i.e., your DOE Outlook User Name).

5) Enter your Password (DOE Email Password).

6) Select one of “EMP ID” or “EIS”.

7) Enter your EMP ID or EIS ID number based on your selection on step 6. (Must be 7 digits; add
leading zero if necessary)

8) Click “Sign-in” button.

Department of
Education

11:17:12 AM

TREvE]

News (Home) Viewing 1 to 5 of 84 Next Page

Documents
Evrints Listing News of All Tags ® sort By Date O sort By Name
Polls

Traini = : z
rainng Fiscal Year 2018 Bulk Jobs for Pedagogic Per Diem and Per

Fmployee Self Service Session Payrolls Open Until 9/15/18 Pay Period

DOE Applications Please be advised that you may continue to enter service through June 30, 2018
or prior arrears using Fiscal Year 2018 Bulk Jobs for Pedagogic Per Diem and Per
Session Payrolls. These bulk jobs will be open through the 9/1 - 9/15/18 pay
period. Funds must be available to use these bulk jobs. These bulk jobs cannot be
used to pay for 2018 summer per session service. After the 9/15/18 pay period,
e Fiscal Year 2019 Tax Levy bulk jobs must be used for School Year 2017 - 2018
\ service. Click to see more...

|

LOGIN

i

etwork\Email Td: 06/12/2018 - by Benvisto, Richard

5 * Nsmith
Password: L})
-

sssssssss

Forgot
Id/Password?

o))

Journal Entries Are Closed in PDPS for Pedagogic Per Diem and

7 Oemp 10 Per Session Payrolls
\ ®esm Journal Entries are closed in the PDPS Payroll System for Pedagogic Per Diem and
8 : Per Session Payrolls. Click to see more...
P—— -
equired Fields 06/04/2018 - by Benvisto, Richard

Custodians Click Here

Maintenanra winrle
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If your Sign-in to DFO is successful, you will be able to access the options in “Employee Self Service”.
Note: If after Sign-in you receive the following pop up message.

a) Click “Ok” button to close pop-up window
Message E:!

The mailing list hosted on this site is for distribution of information to
employees. By joining this list, you will be kept up to date about
important news, documents or events in the payroll portal. You can
always unsubscribe or edit your subscription selections.

USER INFO
User Name
First Name
Last Name
Address
City
Zip
State NY

H
Profile - Please Select -

| Work Location Code Click to Add Work Location
| System Code

Work Location
Description

Address Line 1
Address Line 2
Address Line 3
City State zip

fl Office Phone
Number k.

| Eman

Confirm Email

Subscribe

Do not d
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9) Click on the “Employee Self Service” tab to reveal a dropdown menu.
10) Click on the “Payroll Register” option.

pP-ac

/payrollportal.nycboe.net/payrollportaleb

Department of
Education

@ Payrall Portal Main Page X

11:32:41 AM

Viewing 1 to 5 of 36 Next Page

Listing News of Preferred Tags

WageWrks/Commuter Cd F New oE Al Tt

EFT/Direct Deposit
Payroll Register

Sal Diff Step Req
Customer Service

W2 System
Emp.Records Research
College Savings
Hurricane Relief

Sal Upgrade UFT/DC37
Retro Statement
E-Bank Hourly Statement

=

User login successful.

Mairtenance work

10; maintenance work, the payroll portal will be unavailable
this Sunday 06/03/2018 from 8 AM to 11 AM. Sorry for the inconvenience. Click
to see more...

06/01/2018 - by admin, admin

10/16/2017 Restructured Retro Pay Details

Active QBank UFT employees should click here if they want to view the
detailed information related to their 10/16/2017 UFT Restructured Retro
payments. Click to see more...

10/11/2017 - by Perkins-Colon, Francine

Subscribe To Mailing List
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11) On the pop-up that appears (see below), Click on the “ S Pay Stub” button.

@ https://payrollportal nycboe.net/payrollportalweb/

Department of
Education

Functions ‘ Employee Self Service l DOE Applications

P-acd (& Payroll Portal Main Page

&= Employee Self Service: Payroll Register |

]

Employee Information

SSN EEE_KE_
Name
Pay Cycle 744 (P) - UFT Paraprofessionals

B Title History % Total Earnings/Deductions i Salary Info 11
Z. Payroll Register @ Salary Adjustment
ul Salary History Tz Check Detail

% Pay Stub

12) On the next screen, from the list of Pay Check Dates, select the one desired.
13) Click on the “Export to Excel” button.
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& Payroll Register
Payroll Register

Select from the list or enter the pay date of the check you want to retrieve.

il 2 Pay Check Date Event Description Amount Service to Earn Date Status
b ® | 06/25/18 SUB TOTAL $AMT 1,029.84 06/06/18
'8 (O 05/24/18 SUB TOTAL $AMT 278.54 05/21/18

Displaying page 1, items 1 to 5

5 order to view your pay stub in PDF, you will need to have the free Adobe Acrobat Reader software installed

13..,1 ur computer.
& Yiew Pay Stub B Subscribe

14) When the pop-up window appears, click the “Download” button.
15) Click the “View downloads” button on the pop-up window.

'@ https:.-'-'pa\,-rcilpoﬁai.nycboe.net'./-’fPI‘.‘.feh.-'DownloadExcc ﬂ'

Click the Download button to save or
open the file. You may close this

windows

al‘tar the download is complete.

Iz Download

EisPay-06-14-20....xls (743 bytes)  payrollportal.ny

! 15 #’\ﬁewdownloads | !J

16) Click “Open” from the “View Downloads” pop-up window.

[ 14 View Downloads - Internet Explarer . ‘ oo B |
View and track your downloads Search downloads Je)
Location Actions

MName

EisPay—06—14—....xls 743 bytes Do you want to open or
save this file? Open Save -

payrollpertal.nychoe.net

17) Select “Yes” from the pop-up window.
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Microsoft Excel

el

I& The file format and extension of 'EisPay-06-14-2018.x1s’ don't match, The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

Ty =

18) An Excel Worksheet “Eis Pay” will open. The dates you were paid for will be listed in the “Earn
Date” column of the “EisPay” Excel Worksheet.

Home Insert Page Layout Formulas

Pay Date #f

5/24/2018 SUP PAY BULK
5/24/2018 SUP PAY BULK
SUB TOTAL SAMT

v e W e

Data Review View Developer

Event Description

Amount

139.27
278.54

Earn Date
5/21/2018
5/18/2018
5/24/2018

If you have any questions please contact HR Connect at 718 935 4000.
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