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Employee details 

Employee and NI number is displayed 

here, 

If you have multiple assignments then -

2, -3 etc. will be identified here. See 

note 1. 

Your home address is shown here. 

Please ensure this is up to date. 
Assignment Details 

Your assignment details 

including grade and annual 

salary is displayed here. 

Deductions 

Tax, National Insurance, 

Student Loans and any third 

party deductions e.g. trade 

union, credit union, are shown 

here. 

Pay Details 

This is the pay period this payslip refers 

to. It confirms the start and end dates, 

pay day and pay method. 

BACS = payment to your bank account. 

Tax Details 

Confirmation of your tax code, basis 

and NI category. See note 2. 

Payments 

All payments are listed here. If you are 

in a Salary Sacrifice (e.g. Pensionplus) 

Pension Scheme then your 

contributions are shown here as a 

negative value. 

Summary of Payments 

The total of all your payments is shown 

here. Also known as your Gross Pay 

Tax Office Details 

This contains the HMRC postal address 

and phone number should you need to 

contact them.  

The University’s Tax Reference Number 

is also shown here. 

Total Deductions 

The total of all your 

deductions is shown here. 

Net Pay 

This is the difference between 

Summary of Payments and 

Total Deductions, and is the 

amount that you will be paid. 

 
Balances 

This shows your Year to Date 

(from April) totals. 

Payslip Message 

Any payslip message to staff 

will be displayed here. 

Element Further Information 

This box is not currently used. 



The online payslip has been designed to be much clearer and easier to understand. The University’s logo is incorporated to ensure there are no issues with banks etc., should they require proof of your earnings.  

We have made some improvements to your payslips including: 

 Guaranteed Hours – you will now know how many hours your payment will refer to. This will be shown as a plain time equivalent (x1). For example, if you worked 10 hours that are to be paid at 2.0 then this 

equates to 20 hours (10 x 2) and your payslips will show 20 hours. 

 Multiple rows of payments – if multiple inputs for the same payment e.g. overtime then we will now collate them all and only show the total amount. This means there is no risk of running out of rows to 

show all your payments. Similarly, any back dated pay award will only show one value for each payment instead of a month by month breakdown. 

 Balances – we will now show all employee and total (employee plus employer) pension contributions for all pension schemes. Balances are Year-to-Date i.e. the total for each item since April (or later if new 

assignment) to date including the current pay. 

 

 

Note 1 – Multiple assignments 

 

If you’re a multi-assignment employee then your earnings for tax and national purposes are aggregated together to determine the correct tax and national insurance. Once determined the deductions are split 

across your multiple assignments. This means that from month to month the allocation of tax and national insurance may vary by each assignment. Therefore, your net pay for each assignment could vary month by 

month as well.  

 

The only way to correctly check your pay is to collectively look at all your payments together e.g. add all your tax deductions together to compare with the previous month.  

 

Note 2 – Scottish Tax Code 

 

If your tax code has a S in front of your code e.g. S1100L then HMRC have your status for tax purposes as a Scottish Taxpayer. This means that your tax calculation is partially determined based on rates and 

thresholds determined by the Scottish government. If it is set at a different rate, then Scottish taxpayers will pay a correspondingly higher or lower rate of income tax than elsewhere in the UK.  

Definition of a Scottish taxpayer is determined by ‘close connection’ and is usually defined by ‘where an individual has their place of residence’. For the majority of staff this will be straight forward i.e. live in 

Scotland. However, there will be some cases where this may not be the case. 

See Finance Wiki for further information. 

 

 

 

https://www.wiki.ed.ac.uk/display/Finance/Payroll+Office

