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1) Purpose 
 

All employees are entitled to an individual, detailed written payslip on or before the date they are 
paid. 
 
The written payslip does not have to be on paper, it can be sent to you via email or accessed 
through a secure online portal. 
 
The right to a payslip also applies to all casual staff but does not apply to independent contractors 
or people working freelance. 
 
This guidance is to help you understand the different sections of your payslip.  It is important to 
keep your payslip in a safe place for the following reasons: 
 

• Security - payslips contain a lot of personal information about you and your earnings, including 
your National Insurance number.  Keep them safe to help avoid them being used for identity 
fraud. 

• Recordkeeping – it is a good idea to keep a record of all your earnings and tax payments in 
case there’s a problem and you need to check old details. 

• Evidence of earnings - for some financial products, such as loans, you might be asked to 
prove your earnings by showing your last three payslips. 

 

2) Your payslip 
 

From November 2024, when you log into UniCore you can view and download your payslips.  If you 
wish to view your historical payslips (dated up to October 2024) then these can be accessed via 
MyView. 
 
At the top of your payslip, you will see the University of Nottingham logo on the left-hand side and 
your name and address on the right-hand side, as follows: 
 

 
 

Your payslip is split into sections consisting of your personal details and pay information. 

https://login-evyf-saasfaprod1.fa.ocs.oraclecloud.com/oam/server/obrareq.cgi?encquery%3Dg0y4T3hU3%2BuPJ%2F9eZBRoSgVHDPMjRAEWikW1sOnOmcA06fmMEI5vdlDWz1Um9ZszCPk%2B8ktMDVF1dalqe1%2FTtF6kcsG2Shy6BGdXvxOyg9dkqU92lco2PTNkzWZE%2B9GJYkL9lrhYWWt2s%2B3BX9flHFbc0KCtTpG3lc54gafdhkbu3infhVCeNwGdz3fnLoyNc6HJRc%2FjTWMf0vPGckoh%2FGDaKan68AKvND46qO5yvOlTgP4uw8EqY%2FtFojLcBX01FHN6aZvb9gzmDNlqMCb2WnjADXd0gJoNhJrVYl6i36m24dkcb74gFj2%2F862RWWl4RsTOqtLW56d5KgCmw20TkZUV8YSQHRepL7W6EsFDCtLdKxdomYzhSSd3OznuM7BfmCC29G39m3H67A9vlEbcrJ2o47h5AQzc5yITxVOp5LWpg4SE%2Fie9IZAtdwAPCB1UqFS4BTeuaoA6xZEBu014aYeF5N96ncxRH2TlSfWu4ScKDYHY3I5ELThApxuQDv00JfIjmtF7fNN5pXHRSgCnz4zbnPpTV%2BmoD6EEm9enI%2BPuvL%2FcibjD91c%2F5Jq2Yj71ezMh9xE4w2qs0qL0SBruIUrRWJlH2QJpfqu8VE2HAZHpnRzK9eWt%2F%2FH8DKcPpobwa4NAc3%2FBjati7aNc3gon51lSV%2Bj45UFdJzn%2Fxw0gnJH%2FlKdAirwSvxnInH0C4AHkkNdeDx0im5qU1yztA5EfhQe0TsTcXACPuon%2Bos7THNwOY5%2FFPiSX50Q8sPjd9bWfOLHGr8U8QSFukW3WmuvAYOXnQMWXjrBxmS4EwzxsaSAEZVA6N58HS%2FOXcP4k2APu90F4LP92EYCqlUcEt47Vbj%2Fkb91okBo9WpcgFdxFKPKZ7ynTTY0zpHPxj2SUtqOtKIU8vkTtIt2dTQUc3E8D817HorM%2F6SxTZpft%2BIOHMdinWeZQ87956CDEyXFazCj9a%2BihUuwzEykTDTK5xdfMDoQtJ7dYA1Q1Bgaur3Ci0bi%2FdWXzbaBHyPcNKyvO9gw4AdggSGpzbHFcoAH9%2BinthoRTFE2VfNji5FpSYRiVy2Iz8ZHGoXsKdHnTgqj7tAkhXmfTC%2B6UYu2dbXKIaatylUQIhpzIBB9zh3NTCqaC%2Fof5Y9K8cMwCNnSTX66oZwcENgPPmup2uj76kpfvPWDQEiwux0qXljrpCmoczMIzjjhkSjGUZtDgVsrUwn6DfvcfnDSYcVIFP4wEij6hST%2FNBNg8ugJ1C9qJCDYi9rXm21gllNWFIpMQIMRaEBbQzMizhLFzl9Jm4CGMTsQ4XiYMX87onxF8jhxXMX%2FFqOgQgBJwsmGszCyK0aLfZCtuXgM3BmDXluPM7LVgq3VUPxIvF4GIdRwghTqCdf59rNUbFLtVK%2FkP5LvE1%2FvWefRyk%2FNDNvMIXlIOLoLB3oLl2kp4q1t%2FQkk6WYLiiJDN7y%2FF1uR1mhKmN%2FBSrmf4TI3UaK2xJPt323aMc%2BBkuc7JdpETXYBGZ8Pavwi2Xbif7pupDFg7D8rZOjO5w6IsJBQJp178a8zBu1TQwm%2FvKy%2BR6LmzpekU5FVEkIR7gA7MwkI8MQvRPw7TpmTSQBimVFc5UaDnLWSvjhs3b%2Fl8gberXaK%2FtxXpHTuluFcuOsm4IS9h%2Br3dcZ389TKhd6YhHC0S4nOa%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3Dfd247ad09da04077dda3ba9ea49e31be76ffb4e9&ECID-Context=1.0069%5E133SIC1Bhsawhbe6G007zdF0003nc%3BkXjE
https://myview.nottingham.ac.uk/dashboard/dashboard-ui/index.html#/landing
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Section 1 

 

 
This section will detail the following information: 
 

• Payroll name – the name of your employer 

• Pay date – the date your pay should be credited to your bank account 

• Employee No – your individual payroll/ employee number 

• Name – your full name 

• Tax reference and period – the employer’s reference number which identifies their tax records 
with HMRC and the calendar month representing the tax period, for example 01 is April and 12 
is March 

• Tax code – this is sent to you by HM Revenue & Customs (HMRC) and is a combination of 
numbers and letters.  This code tells us how much tax-free pay you should get before deducting 
tax from the rest.  It is important to check this as if the code is wrong you could be paying too 
much or too little tax.  If you believe that your tax code is incorrect then you will need to speak to 
HMRC 

• National Insurance category – this is usually a letter, which tells the employer and employee 
how much national insurance they both need to contribute 

• National Insurance number (NI)/code – you must have an NI number or be in the process of 
applying for one, to work in the UK.  This is your unique number, throughout your life, that is 9 
digits long, starting with two letters, followed by six numbers and one letter, for example 
AB123456C.  It is used to make sure all your contributions are recorded properly and helps to 
build up your entitlement to state benefits such as a pension 

• Pay method – how you will be paid, typically this is via bank transfer (BACS) 

 

Section 2 
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Note if you have more than one position, all your positions with the University will show on the same 
payslip. 
 
This section has the following information: 
 

• Payments – this is usually on the left-hand side of the payslip and will show how much you have 
earned in wages before any deductions are made (also referred to as gross payment).  This is 
itemised and would typically include: 

• Your role (position) and assignment number 

• Your base or basic salary for the period 

• Extra payments such as acting up, call out, bonus, commission, additional hours, and 
overtime.  Note some of these will be broken down by hourly rate and number of hours 
(units) worked 

• Expense payments owed to you 

• Any benefits that are part of the salary exchange, for example pension, cycle to work 
scheme, annual leave purchase scheme, medical insurance 

• Any occupational pay entitlements, such as sick, maternity, paternity, shared parental, and 
adoption 

• Any statutory payments such as Statutory Sick Pay (SSP), Statutory Maternity Pay (SMP), 
Statutory Paternity Pay (SPP), Share Parental Pay (SHPP) and Statutory Adoption Pay 
(SAP) 

 
Each entry will show a total amount in the final column, and the total of all payments can be seen at 
the bottom of this section. 
 

 

• Deductions – this is usually on the right-hand side of your payslip and will show the deductions 
made from your wages.  This is itemised and shows the amount of tax (PAYE) and National 
Insurance (NI) deductions made.  This could also include other deductions such as: 

 
o Subscriptions for example trade union subscription, gym membership 
o Student loan 
o Court orders such as child maintenance 
o Other benefits that are not part of the salary exchange for example non-salary sacrifice 

pension, season loan tickets 
o Other payments specific to your circumstances, for example fees, utilities 

The total of the deductions is shown at the bottom of this section.  
 
This section also contains the most important figure on your payslip which is the amount you are 
paid after the deductions have been made, which is shown in the net pay box. 
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Section 3 

 

 
The cumulative section (Year to Date) is a summary of how much you have been paid in the current 
financial/tax year, broken down as follows: 
 

• Gross Earnings – this is the total gross payment made to date 

• NIable Pay – this is the total amount of National Insurance you have paid to date 

• PAYE – this is the amount of tax paid to date 

• Taxable pay – this is the amount of your earnings that have been taxed 

• NI Employees – the amount of NI contributions you have made to date 

• NI Employer – the amount of NI contributions the employer has made to date 

• Net Pay – this is the total net payment you have received to date 

• Employees’ (EE) pension – the percentage of the contribution and the amount you have made 
to date. Note that the percentage, for example USS 6.1%, may also appear in section 2 of your 
payslip 

• Employers (ER) pension – the percentage of the contribution and the amount your employer has 
made to date 

There is also a space on the payslip when you can view important messages, which could be extra 
information about your pay or other information shared by the payroll team along with useful contact 
details for any queries you may have. 
 
 
3) Associated documents, appendices and resources 

 

• If you have a query about your payslip, please contact BB-Payroll@nottingham.ac.uk 

• For further information about your tax visit the HMRC web site 

• For further information about your national insurance visit the HMRC web site 

 

mailto:BB-Payroll@nottingham.ac.uk
https://www.gov.uk/government/collections/income-tax-detailed-information
https://www.gov.uk/government/collections/national-insurance-detailed-information

