
 

Viewing Your Paycheck 
You will receive an email that your paycheck is ready to view late in the afternoon the day before 
payday. However, money will not be posted to your bank account until payday (payday schedules are 
available on the payroll website). The payroll email you receive will not include the deposited amount 
in the message. The information below describes how to view the details of your paycheck. 
 
Your paycheck information is available from both an LPS location and from home via CORE 
Document Self Service (DSS).  
 

To access Document Self Service from the Portal (lps.org; keyword Portal) 

●​ Log into the portal and sign into CORE DSS 
●​ Click on “Pay” in the left menu  
●​ Click on “My Pay Documents.” ​

 

Once in Document Self Service:  

●​ Click on “My Payroll” in the left-hand menu 
●​ Under “My Payroll Documents” filter by year for which year the paycheck you wish to view is 

in. Next you will click on the magnifying glass after the desired paycheck document date you 
would like to view. 
 

​
 ​
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https://home.lps.org/accounting/payroll/
https://portal.lps.org/


 

Paycheck Details 

Page 1 includes: 
1.​ Advice Amount which is the net payment amount. 
2.​ Federal and State withholding selection, number of exemptions, and any additional amount 

specified on your W4. 
3.​ The Earnings section includes a description of each item paid on your paycheck, hours 

associated with the pay, pay rate associated with the pay, and current and year to date (YTD) 
amounts for each description of pay.  

a.​ The Contract description is included for all employees with a set work schedule. 
Employees with contract pay are paid a set amount each month based on their work 
schedule, hours worked per day, and hourly rate. 

b.​ All supplemental assignments/extra standards will have their own descriptor along with 
the dollar amount paid on this check. 

c.​ Hourly pay descriptions (are included in this section 
d.​ A leave type descriptor will show in this section if any leave was used within the WFM 

payroll period for this paycheck.  
e.​ An Offset Contract descriptor will appear when an employee on a contract uses leave. 

The leave row shows as additional earnings so the offset contract line balances the 
leave so the employee does not receive additional pay. This is used to avoid an 
overpayment. 

4.​ The Pre-Tax Deductions and After Tax Deductions sections include the deduction descriptions, 
current amount withheld, and year to date amount withheld. 

5.​ The Taxes section includes federal (FED), medicare, state (NE), and social security (FICA) 
taxes. Each tax description includes the current amount withheld and year to date amount 
withheld. 

6.​ The Direct Deposit section includes the description you entered when adding your direct 
deposit information, a truncated account number, and the net pay amount for this paycheck. 

7.​ The Company Paid Deductions section includes any company paid deduction descriptions 
along with the current and year to date amounts withheld. These are not deducted from your 
Gross pay as they are company paid deductions. 

8.​ The last section on this page is the Summary section. This section gives a brief summary of 
this paycheck including current and year to date amounts. The descriptions include Gross 
Earnings, Pre Tax Deductions, After Tax Deductions, Taxes, Net Pay and W2 Wages. 
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Page 2 includes a detailed breakdown of earnings (contract or supplemental 
assignments will not show):  

●​ The detailed breakdown of earnings will have separate sections for hourly pay and leave pay. 
It will include date paid/leave used, pay type (Hourly or Leave), a short description, location, 
hours, rate of pay, and the total amount. 

  

 
 
*A complete listing of the available earnings and deductions can be found in the following link: 
Paystub Descriptions  

Additional Information 

Additional details related to your pay can be found in CORE while connected to the LPS network: 

Benefit Information  

●​ Sign into CORE, click on the “My Benefits” icon in Employee Space. 

 

Compensation Information 
●​ Sign into CORE, click on the “Edit Profile” quick link 
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https://docs.google.com/spreadsheets/d/1AgMhcpHwEH8vnA3x-wqjSHOkh_wTPVm7DVKxW6joYuA/edit#gid=860072982


 

 
●​ Click on Compensation 

 

 
 

●​ Double click on your work assignment line  
●​ Click on “Allowances & Other Pay”  to view other pay rates for classified staff, such as 

longevity, 2000 Meal stipend, paraeducator education stipend, etc. 
 

 
 

Extra Standard Information 
To view your extra standard pay (optional period, coaching, team leader, etc) 

●​ Go to the Information Center for Employees (ICE). The following link will take you to 
this webpage: ICE 

●​ Click on My Pay Information, then Extra Standard 
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https://lps.org/go/ice
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