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QG / Quick Guide 

 

 

Employee Self-Service — Pay Statement Print Option 

You can set whether or not  you will receive a printed copy of your paycheck (pay statement) when payroll funds have been deposited 
into your Direct Deposit account/s. This quick guide covers how to choose whether or not to receive a printed copy of your Direct De-
posit Pay Statement. 

Accessing the Pay Statement Print Option page: 

1) In the Menu, navigate to Employee Self-Service > Payroll and Compensation > Direct Deposit 
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To set your Pay Statement Print Option, 
on the Direct Deposit page select the Pay 
Statement Print Option link. 

 
 
Click in the radio button next to the ap-

propriate option. 
 
 
Make certain to                   your changes!  

 
NOTE: The banking system requires up to 10 
business days to process pre-authorizations 
to confirm the bank and account information. 
Therefore, changes/additions to direct deposit 
accounts may take up to 10 business days to 
go into effect.  Amounts not direct deposited 
are paid by check. 

Follow these steps to view your paychecks/
pay statements online: 
 
• From the MaineStreet portal menu select 

Employee Self-Service > Payroll and 
Compensation > View Paycheck 

• Your most recent paycheck will appear 
• To view a paycheck from a prior pay pe-

riod select the View a Different Paycheck 
link 
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