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1 Introduction 

1.1 General 

YourHR allows you to view and download payslips online.  You can access Payslips 

from the short cut on the Home screen when you first log in to YourHR or from the 

My Pay menu option.   

 

 

 

Note:  This document is updated regularly.  Always refer to the latest version 
available from the User Guide section of the YourHR news carousel.   
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2 General Guidance 

  

 If a field has a small downwards button next to it, click this to download 
the corresponding information.   

 If a field has a small calendar button next to it, click this to enter the 
relevant date.  

 

If you do not use the YourHR system for 60 minutes, the system will time out for 
security reasons.  

 

 

Note:  Do not use web browser navigation buttons.  

3 Frequently Asked Questions 

Click here to view frequently asked questions relating to the YourHR system.  

4 Latest Payslips 

The Latest Payslips tile is available from the YourHR Home screen.  

You can download your two most recent payslips in PDF file format by using the 

View My Pay button and selecting a payslip to download it.  

Select View My Pay to go to the Payslips page.   

 

  

https://www.rotherham.gov.uk/hrdocs/downloads/file/167/yourhr-faqs
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5 Payslips 

These are available from View My Pay on the Latest Payslips tile on the Home 

screen or from the My Pay menu.  

Payslips are displayed in Pay Date order.  Click the download button to download 

the payslip for the selected month as a PDF file.  

 

Use the Start Date and End Date fields to search for payslips within a specific date 

range or select the Pay Date of a payslip to view the Payslip Details.  
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5.1 Payslip Details 

This page contains full information about your payslip with the option to download it.  

 

 

Note:  The payslip image above is for example purposes only.  

 

5.2 Download  

To download a payslip from YourHR, you can either:  
 

• Use the Click to Download feature on the Payslips tile (for your two most 
recent payslips only).  

 

 
 

• Click the Download icon on the Payslips page 
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• Click the Download button in the top-right hand corner on the Payslip Details 

page 
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When you download a payslip (via any of the above options), you will get a PDF file 

which also contains more detail than the online view.  This includes the 

organisation’s branding, your full name and address and the payment method for 

your salary.  

 

 

Note:  The payslip image above is for example purposes only.  
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6 Change History 

 

Date Revised  Date Approved Summary of Changes Author 

 09/02/2022 Initial document creation Elliott Carter 

    

 

 


