
Re-printing your payment summary 
Staff who require a replacement copy of their payment summary may re-print the document via Themis Self Service. 
Note: only payment summaries generated after the 2005/2006 period will be available to re-print. 

How to access your payment summary 
1 Log in to Themis using the UOM Staff Self Service responsibility. 

2 Click on the Payment Summary function located in the View Only section. 
The Self Printed Payment Summary screen will display. 

 

3 Specify the payment summary you would like to re-print. 

Field Action Comment 

Year Select the period for which you wish 
to re-print your payment summary 

Note: you will only be able to print from the 
2005/2006 period. 

Selected Payment Summary Click on the Torch icon to select the 
appropriate payment summary from 
the list of values 

In the Search and Select: Selected Payment 
Summary screen: 

• Click on the Go button to retrieve a list 
of all available payment summaries.  

• Click the Quick Select icon 
associated with the payment summary 
you wish to print. 

4 Click on the Go button. 
The payment summary for the specified period will display. 

 

How to print your electronic payslip 
5 Click on the Print icon located on the top left of the PDF document pane.  

 
Important: do not use the print commands for your web browser as this will print the full screen (including the tabs, buttons and 
menu). 

Get the most out of Themis - check out Themis Essentials Copyright © The University of Melbourne, 2008 

http://www.themis.unimelb.edu.au/support/help/ref_cards_essentials.html

