New Prague Area Schools
Employee Access

Basic instructions to view/print your check.

Using a computer outside of the school: Open up your web browser and type in www.np.k12.mn.us
Select HR/Employment located on along the left side. Select Employee Access Website.
OR

Using a school computer: If the computer is not on, please find the yellow PUSH TO START sign and

push the button to turn the computer on. If the windows login appears, type in the login and password
you normally do or what is posted on the computer.

Open Employee Access. To do this, find the “Employee Access” icon |

roasd and click on it once. A
few computers may open directly to Employee Access without having to open it up.

NOTE:

*Clicking on it or Selecting it means using the mouse and pushing in the left button.*

You will be taken to this main screen. Type in the login and password that you were given. If you have
forgotten your login/password, please click on Forgot Login/Password and it will be emailed to you.
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http://www.np.k12.mn.us/

This is the next screen that will appear.

Select Employee Information.
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Then under the Payroll tab, select Check History.
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This is the next screen that appears. If you want to view the details of your check, find the paydate that you
want to view and select or click on that row. The row will turn a shaded color. Then select Show Check.
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If you need to print, select the Print button, then you’ll need to hit the Print button again. Then it’ll say
Request Complete. Under that clic the underlined date with Check Information. Then on the bottom of
the screen a tool bar image appears. Clic the 2" image from the left, the printer. Then click on print.

If something is underlined, you can click on it to view. more. Select the Back tab when finished.

& | & Chefk Mumber 900114713 - 05.12.10.00.17 - Windows Internet Explorer \ ===
21 H|[&] httof iiskyvard.np kiz. mnusiscriptscgiip, exefwService—wsFinfepayrolledit0nz  wrhcheckType—ShowCheckiisPopup—true \ [ & [z
Che¢k Numbe = (7] =

A [ Bsl~
sk Print
Chefck Information fo| =
Hi Back
Enpployer Information Employee Information -
< I MName: HEW PRAGUE IND SCHOOL DIST #721 Mame: = L
Address: 410 CENTRAL AVEHUE N Address:
i) HEW PRAGUE. MH 56071
> Check Detail Information
> Check Date: 11152013 Gross Wages: 245.34
» ChiEck Mumber: 900114713 Net Smount: 19904
» Check Type: Regular 3
>
> Tapable Wage Information
» Federal State FlcAa Medicare
Gross Wages: 24534 24534 24534 24534
> Mihus Deductions that Decrease Tax: 1533 1533
» Plus Taxable Benefits:
» Taxable Gross Wages: 23001 23001 245 34 245 34
> 4z
> Pays
> Description Rate Factor Hours Amount Retire Hours Hours Worked Period Enad
MIEC HOURLY 11.55 0.50 ST 0.50 0.50 1203172012
> PANY 24 MOMTH 23956 1 .00 23956 2074 27 .50 0152013
» Total: 245.34 21.24 23.00
>
> Deductions Benefits -
E —Decrease Tax-- Taxable-
== Description Amount Fed St FM Description Amount Fed St FM
FED T FlCa, 1521
Flca, 15.21 MEDICARE 56
LOCaL 284 DUES 12.20 FERA, 1773 [
P— @ trrernet “a = 100w - b

) e | @oo/m @ osram




Then if you are done, select Exit, which will log you off the Skyward system.
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If you have any difficulties using the computer, please see one of the clerical or technicians in your building.



