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How Do I View My Paycheck? 
The SOAR navigation path is simple:  Self Service > Payroll and Compensation > 
View Paycheck.  Here you can view current paycheck and leave balances and past 
paycheck information. 
 
The following pages include screen shots of what you can expect to see.  If you have 
questions, someone in Payroll will be happy to assist you.  Just email us at 
payroll@usm.edu or call 6-4084. 
 
Getting Started in SOAR 
 
The SOAR sign-on panel will prompt you to enter information in two fields. Use the tab 

key to move to the next field. <Click on>   after entering the data into the 
specified fields. 
 

 
 
 
USER ID:  The SOAR identification number assigned to you, preceded by a “W”. 
 
PASSWORD: The SOAR password associated with the user ID. 
 
View Paycheck:  Self Service > Payroll and Compensation > View Paycheck 
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There are several sections on this page that provide information: 
 

  Information about you and your job. 
 

  Information about the criteria being used to calculate your taxes. 
 

  Current and Year-to-date information including Gross Earnings, 
Federal Withholding Taxable Gross, Total Taxes, Total Deductions and Net Pay 
 

  Earning Types (Regular, Holiday, etc), Hours (Current, if applicable), Rate 
(Current, if applicable), Amount and YTD Amount 
 

   Tax types (Federal Withholding, MS Withholding, etc), Amount and YTD 
Amount 
 

  Description (PERS EE Pd, etc) Amount and YTD Amount 
 

  Description (Lamar Life, etc) Amount and YTD amount 
 

  Description (Med BCBS, Lamar Life, Lamar Life*, PERS ER pd 
etc, *Taxable), Amount and YTD Amount 
 
* Taxable increases your taxable gross. Other amounts are for information purposes only. 
 

  Payment Type (Direct Deposit or Check), Paycheck Number (or 
advice number for direct deposits), Account Type for direct deposit (Checking or 
Savings) or Issue Check for checks, Account Number (***** for confidentiality) and 
Amount. 
 

  Available Sick and Vacation (if applicable) and YTD Amount which is 
yours stated in hours. 
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View a Different Pay Period 
 

 

Name

 
<Click on>  View a Different Paycheck link. 
 
<Click on>  The appropriate date for the check you wish to view. 

 
 
NOTE:  View Paycheck for prior periods will not display YTD or leave balances. 
 
For Your Information: 
 

1. Paycheck and leave accrual information is only populated for the person who’s ID 
is logged in. So, this is another reason not to share your password with anyone, 
anytime, anywhere. 

 
2. If you should need a printed copy it may be difficult due to how your computer 

system is setup. However, try the following instructions and if you should still 
need assistance, please contact us at payroll@usm.edu. 
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Select File > Print Preview > Below is what you will see. 
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Select the drop down box at the top of the toolbar where you see “As laid out on screen” 
and change it to “Only the selected frame” and change the 75% drop down box to either 
“Whole Page” or “Shrink to fit” depending on each individuals computer setup.  
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The data will still print on 2 pages but it will be in a more readable format. 
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