Click on “Consent to Use Online Pay Stubs” in the “Okayama
University INDEX”
to view the “Guide to Procedures.”
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I you have forgotten your ID and password for the salary statement website, please contact the
Office in charge of salary payment of Personnel Division for reissuance.

Access Office Station and log in to your My Page for employees.

O >1D
Jao—k
JRT—-FEERTS

SIINTA A S(SSO)COTA>

Click “Log in with Single Sign-On (SSO).”



@ Set a new password and click “R7F9 5" (save).

*0Only when logging in using your Office Station ID and password
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a Click “Web #5 5-BAH#— & (list of online salary statements).
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Check the content you are to agree to and click “HEZREEm " (go to
confirmation).
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Confirm the content you are to send and click “3:{§” (send).
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Click “OK” after the message of “E{EMNTET L F L =" (sending
succeeded) is shown.
: This is how to set up salary statements in your My Page for employees.
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Wait until the start day for browsing an online salary statement
You cannot browse an online salary statement immediately. Please wait until the start day for browsing.

Start day for
browsin In principle,
9| by two days prior to the salary
a salary payment day
statement




Ml Click “Web #5 5 BA#i—E” (list of online salary statements) and select

the month you want to browse.
Note: You can actually browse a salary statement on or after the start day for browsing.
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A salary statement will be displayed.
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You can browse salary statements for up to 15 months (salary statements for the period
from January to December in a year will be deleted around the end of March in the
following year).

Click “PDF #'r7 >>O— K” (PDF download) to save the data you need.

You will not be able to log in to your My Page after three months from your resignation.
Click “PDF #' 7 > O— K” to save the data you need before the expiration date.



