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Overview 
 
The Auditor-Controller’s Office launched access for employee to their pay advices and pay stubs 
through PeopleSoft Employee Self Service (ESS) in September 2005. Since that time employees 
have been able to view, print and retrieve copies of their pay stubs every pay period. Along with 
this benefit, the ACO continued mail copies of pay advices to employees every pay period. 
 
Due to the economic emergency that the county began to experience at the close of 2008, the 
ACO decided to discontinue the mailing of pay advices each pay period. This change affected all 
employee bargaining units except: Laborers International Union of North America (LIUNA) and 
Riverside Sheriff Association (RSA). These two groups require in their memorandum of 
understanding that employees receive a mailed copy of their pay statement. 
 
In an effort to provide good customer service the ACO has created a special security role for 
departmental payroll representatives’ use in printing pay advices should an employee not have 
the ability or access to obtain their pay advice online. 
 
Employees will still have the option of requesting a reprint of a pay stub through the ACO office.   
 
Terminated employees will receive a mailed pay advice if they are issued a Final Check through 
the Final Check payroll process. 
 
 
Note—terminated employees will not be able to access Employee Self Service after they have 
been terminated in HRMS. 
 
Limitations 
 

·  Multiple reprints of the same advice/check cannot be processed in the same day.  Once 
you run the process once, you have to wait until the following day to run it again. 

 
·  You cannot reprint an advice if the direct deposit account has been inactivated.  In this 

situation, the employee will have to obtain the reprint through Employee Self Service. 
 

·  You cannot reprint your advice/check stubs.  You must use Employee Self Service or 
contact ACO Payroll. 

 
Timing 
 
Reprints are available for printing as early as the Monday prior to the pay day. 
 
Security 
 
Security to print duplicate pay advices or checks is provided through Oasis with prior Approval of 
the Auditor-Controller’s Office. 
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Selecting the Advice or Check to be Re-printed. 
 
Navigation:  
 
HOME>COMPENSATE EMPLOYEES>MANAGE PAYROLL PROCESS>USE>RV ADV/CHK 
REPRINT DATA ENTRY 
 

 
 
Change the Search By field to EmplID. 
 

 
 
Enter the employees ID number, click Search. 
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The search results will display the employee’s history of pay checks and advices that they have 
been issued.  This will include any checks issued based on your Online Warrant Request. 
 
To see additional checks, expand the View All. 
 

 
 
Scroll through the list and select the advice or check you want to reprint by clicking on the 
employee ID on the far left side 
 

.  
The following panel will display after clicking the selected check or advice. 
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Confirm that an A appears in the box if you are reprinting an Advice or C is in the box if reprinting 
a check.  Reference the Form Identification field if unsure. 

 
 
Click Save. 
 
If you want to print additional advices or checks, click Return to Search.  This will take back to the 
listing of checks for the employee.  You can select another check for this employee or enter a 
new employee’s Id number, paycheck number etc.  Advices/Checks are stored back to June 
2001. 
 

 
 
Repeat this process for all advices/checks you wish to print. 
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Printing the Selected Advice and/or Checks 
 
After you select all the advices and checks, you need to print them. 
 
Navigation:  HOME>COMPENSATE EMPLOYEES>MANAGE PAYROLL PROCESS>REPORT 
1>RV ADVICE/CHECK REPRINT 

 
 
Click search to use an existing Run Control.  If you have no run controls, you need to Add a New 
Value1.  
 

 
 
Make sure an X is in the box and type Reprint in the message field.  Click save, so you don’t have 
to repeat these steps in the future. 
 
 
 
 

                                                 
1 Adding a New Run Control—See Appendix A 
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Click Run. 
 

 
 
The Process Scheduler will display: 
 
Select the type of reprint you have.  

 
 
 
If you have both types, select both boxes. 

 
 
Click OK. 
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You will return to the Run Control panel.  The process instance will display for the number of 
reprints you are processing. 
 

 
 
Click on Process Monitor to check on the status of your process. 
 
 
You should see your process instance numbers listed.  Verify your Run Status is success.  If 
pending, click Refresh to update the status. 
 

 
 
Error in the Process 
 
If your Run Status is error, DO NOT run the process again.  Contact the Oasis Help Desk and 
notify them of the error you received along with the process you were running and the instance 
number.  They will assist you in resolving the error. 
 
Oasis Help Desk  (951) 358-6100 
Email:   OasisHelpDesk@co.riverside.ca.us 
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With a successful Run Status, scroll down and click Return to RV Advice/Check Reprint. 
 

 
 
 
This will return you to the Run Control panel. 
 

 
 
Click on Reports Info box to open your Dazel Info box.  
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 The reprints will appear in under the section On-Demand. 
 

 
 
The reprints look exactly the same as the mailed advices and check stubs. 
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If you selected multiple checks or advices, they will be grouped in the one file by their type.  If you 
want an individual file, you need to run the reprint one at a time.   
 
This is useful if you want to email a duplicate to an employee. 
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Appendix A—Adding a New Run Control ID 
 
Click Add a New Value 

 
 

 
 
Type a name for your Run Control  Advice_Check_Reprint.  
 

 
 
Note—you have to use an underscore( _) for all spaces. 
 
Click Add. 
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The new Run Control Panel will display: 
 

 
 
 


