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Electronic Salary Statement Policy 
Procedure Information
(Agency Implementation Instructions)

Pursuant to recommendations issued by the Smart Government Initiative, effective August 15, 2013, all Legislative, Judicial and Executive branch employees paid through the Kentucky Human Resources Information System (KHRIS) via direct deposit shall utilize the Employee Self-Service (ESS) module within KHRIS to access their salary statements electronically. This requirement minimizes the Commonwealth’s use of printed pay stubs, thereby significantly reducing the state’s operating and processing costs.  

Those exempted from this policy include county fees, day laborers, personal service contractors and state active duty*.

PROCEDURE INFORMATION:

For Current Direct Deposit Users Who Receive Paper Checkstubs:

The Personnel Cabinet provided notice of this policy to all employees, via email, on July 12, 2013. Email contained letter and provided link to guide which included instructions for accessing and understanding the electronic salary statement. 

All agencies should be prepared to:

a. Guide employees through accessing the statement via Employee Self-Service**, or 
b. Assist with printing remuneration statements for employees without computer/internet access, and
c. Ensure that any employees who do not have computer/internet access be provided proper notice of this policy based on the agencies internal procedure for disseminating information. 
Legislative and Judicial Branches should be prepared to:
d. Ensure anyone hired after July 12, 2013 and prior to the implementation of the policy, be provided proper notice.
Executive Branch agencies should be prepared to:
e. Ensure all new hires and rehires continue to adhere to the Direct Deposit and Electronic Salary Statement Policy previously enacted on January 1, 2013. Compliance will continue to be monitored.
If additional information is needed after reviewing the attached documents (sample of employee letter and link to guide) please email PERS.DEMdirector@ky.gov. 
*State Active Duty (SAD) employees are exempt from this policy, however; if the SAD employee is also a state employee they will be impacted by this policy. They will need to access ESS in order to view the salary statement generated by the pay earned from their state job. Their SAD pay will not be reflected on that statement.
**Trouble Shooting: New Employees or those accessing KHRIS ESS for the 1st time will be required to complete the User Agreement. There is currently a glitch affecting users that have Internet Explorer 10 (IE10), which simply stops any forward movement once they click the [I Agree] button. If users experience this issue, please ask them to take the following steps to bypass the issue: While the page is still visible and KHRIS ESS is open, click the [Alt] key on the keyboard. A small menu/toolbar will appear under the URL. Select [Tools] and then select [Compatibility View]. If the screen doesn’t automatically refresh, click [I Agree] again.
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