How to Obtain Your Payroll Information from WEB for EMPLOYEES 
To access WEB for EMPLOYEES from the DU home web page do the following steps:

· You might want to use Internet Explorer for this function, some versions of Netscape will not work correctly.



[image: image1.png]2

Launch
Internet
Explorer
Browser





· Once you are at the DU home page, du.edu, click on Web Central under the campus photo.  

· If the Security information window pops up read and choose continue.

· On the left side enter your DU identification number and pass code.

· Click on “Login”

· Pass Code – If this is your first time on Web for Employees your original Pass Code will be your six-digit birthday, mmddyy.  Please change this Pass Code to a different six digit number as soon as possible.  If you need help with your Pass Code or get an error message regarding your Pass Code, contact Payroll at 12914 or Human Resources at 17420.

· Successful login will display the Web Central home page.

· Click on the “My Web” tab.

· Select “Employee”

· Select “Pay Information”.

· Select “Pay Stub”.

· You can select the year you want to view and then click on “Display”.

· Select on the pay date you wish to view.

· To print, click on Print icon.

You can view your pay information prior to the actual payday.  Usually the information will be updated two or three days prior to payday.  You can also view additional information such as leave balances, deduction history, W-4 information and much more.

If you have questions or need help getting your stub the first time, contact the Payroll Office at 12914 or 13744 and we will guide you through the steps.

(Should you need a pay stub printed with your name and social security number, one can be obtained by contacting the Payroll Office at the number above.)
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