
 

View & Print Payslips 
Payroll Workstream Job Aid 

 
 

1 August 15, 2025 

 

Step Action 
1. From the Workday Homepage, select your Profile icon, and then View 

Profile to access your Profile page.  

 
 

2. Select Pay. 

 

Use this job aid for instructions on how to view and print your payslips. 
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3. Select the Payslips tab.  
Here you can view a list of all pay slips. In the Pay slips table, select the View 
or Print buttons. You can also view a printable version and download it as a 
PDF or export the document to Excel and then download the file. 

 
4. To print multiple pay slips, select Print Multiple Pay slips. 

Note: Printing multiple pay slips is an organization-specific setting, so your 
organization may not enable it. 

 
5. Enter the payment date range, then select OK. 

 
6. In the Payslips table, select or clear the checkboxes and select OK. 
7. Print the report or download the generated PDF. 


