
PRINTING PAY ADVICE DOCUMENTS 

In April 2011 UMSL went paperless with pay advice documents. Employees have 
access to view and print their pay advice documents through myHR. In addition, 
pay advice documents for previous pay periods are available to view and print.  
 
MyHR can be accessed from the UMSL home page: http://www.umsl.edu (you can 
find it on the drop-down menu at the lower-right area of the home page). 
 
Once logged on (for the first time)*: 
 
Click the “Main Menu” words at top-left of screen. 
 
Click “Self Service”  
 
Click the link “Payroll and Compensation”  
 
Click the link “View Paycheck”   
 

*At this point, you might want to click on “Favorites” at the top left of 
the screen and click on “Add to Favorites” so that it will be easier to 
go to “Favorites” next time you want to print a Pay Advice document. 

 
Click the link “Print My Pay Advice” 
 
Your most recent pay advice will display at the top of the list. You can click on the 
date of the pay advice that you want to print. Then click on the phrase Print My 
Pay Advice.  
 
You will see a pdf file of your Pay Advice on the screen. You can click on the 
printer icon at the top left corner of the screen and then click on the “Print” button. 
If you want to print additional pay advice pages, you can close the pdf file and go 
back to the “View Paycheck” screen to make another date selection. 
 
NOTE: Internet Explorer is the recommended Internet browser. However, if 
Internet Explorer does not work, ITS recommends that you use Firefox.  
Accessing myHR is a fast, secure, and cost effective way for employees to receive 
their pay advice documents.  
 
If you have any questions, please contact the HR Payroll Office at 5237, 5238 
or 5803.  
 


