
How to Save your Pay Stub
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1) In the “Five Star Time Entry” menu, 
click on “View My Payments.”

2) In the “Work with Pay Stub History” 
window you will see a list of all of 
your payments (pay stubs).

3) Select the Pay stub by clicking the 
radio button in the first column ( you 
can only select one row at a time). 
Then click the Green Check Mark 
from the Form Row menu.

4) This will bring up details of that 
period’s pay earnings & deductions. 
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Navigate to the Five Star Entry page by clicking Five Star Time Entry in your carousel, then click “View My Payments.”
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5) From the Form Row Menu, select 
Employee Print from the Form drop 
down menu.  
6) Then click the “Save” icon [Green 
Check Mark ].  The “report” will run.
7)  Once your request is finished 
processing, you will see your “Check 
Stub History” in the Carousel under 
Recent Reports.
9) Select the Job, after a few seconds 
you may see the gold save bar along 
the bottom of your screen. Select
“Save As” from the options.
9) The “Save As” dialog box appears.  
To make Paystub easier to locate, 
change the name of the file.  Save to 
the location of your choice.
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NOTE: You can only select & view one paystub at a time.  Thus, you can not select a range of paystubs at once.


