
 

Reviewing your paycheck: 

****  This information is still available after you leave Colonial School District, including retirement. 

This is where you will need to go to get any paycheck information or W2 information regardless of 

active or resigned/retired.  Payroll DOES NOT have access to pay advices or W2’s.   

 

Click on Payroll and Compensation tile: 

 

 

Click on Print Paycheck: 

 

 

 

 

 



 

Click on the paycheck you want to view: 

 

 

The top of your pay advice gives you the following information: 

 

 

This shows your name and address on file.  (if your address has changed you will need to update your 

address in ePay).   

Across from Name, it shows your employee id and your bi-weekly pay rate as well as department, 

location, and job title.  

Below general is Tax Data.   This will tell you what the current tax information is on file.  If you need to 

make changes to your tax information, you will need to complete the Fed and State W4 form located on 

the District’s employee website.  

The next box is paycheck summary.  This is a summary of that paycheck.  Only the most current 

paycheck will show the YTD balances.  



 

The next section: 

 

 

This section shows your earnings and your taxes.  Employees will have different earnings descriptions 

and amounts.    

Common earnings codes found on paychecks: 

Reg=this is regular pay; your normal regular bi-weekly pay 

EAS= this is time for extra time worked entered into Data Service Center 

Adj_reg=  this is also a regular pay code.  This is common for Short term disability supplement, the 

Emergency Paid Sick leave, and the adjustment to your bi-weekly when you return to work from an 

extended leave 

Mid_yr_Adj = This is the adjustment to pay due to starting after the first day of school 

Flex codes = If an earnings includes FLEX, it is the benefit stipends paid by the district to offset  

Next to earnings is taxes.  This tells you how much was withheld in taxes.   

 

The next section: 

 



 

Before tax deductions are deductions that are withheld from your check prior to taxes.   

RegPenCd/RegNewHire  are your pension deductions.  Pension is only withheld AFTER $6000 gross 

earnings for the year.  Each January, you will notice the deduction is not there.  After earnings $6000 

gross, the deduction will begin.  This is a common reason why you notice a change in your earnings.  

Medical/SchDent/Vision are all benefit deductions.  They are taken on every check EXCEPT the third pay 

of the month.   This is also a common reason you see changes in your paycheck.   

You will also see any TSA, Health spending, or deferred comp deduction in this section.   

 

Next to pre-tax deductions are the after tax deductions.  These are deductions taken from your pay after 

taxes.  These include union dues and garnishments.  

 

The Employer paid benefits is the total paid on your behalf by the district.  These amounts have zero 

impact to your paycheck and is informational only.  

Final section: 

 

This section shows if you have a live check or direct deposit, what type of account it was deposited too, 

and the amount that was deposited.    If you didn’t get your deposit as expected, you need to view here 

to see if it was perhaps a live check mailed to your home address.   


