
 

SPO Access to “View Member’s Paycheck” (eLES) 

  
Introduction This document provides procedures for Direct Access (DA) users at Servicing 

Personnel Offices to view a member’s Leave and Earnings Statement (LES). 

  
Discussion The SPO view duplicates the LES information individuals can access via 

Self-Service. SPOs will continue to have access to the LES in JUMPS. 
However, access to the DA “View Member’s Paycheck” page will aid SPOs 
when counseling members on pay entitlement issues. 

  
Procedure Follow these steps to access the View Member’s Paycheck page: 
 

Step Action 
1 Select the following menu items: 

 
Enterprise Menu > Compensate Employees > Maintain Payroll 
Data (US) > Inquire > View Members Paycheck 

 
2 The “Find an Existing Value” page will display as shown below: 

Note: In some situations the system bypasses this page and will take you directly to the 
View Members Paycheck page for the employee ID you were last viewing or 
updating data on. If this occurs, go to the bottom of the View Members Paycheck 
page and click the “Return to Search” button or click the “Inquire” link at the top of 
the page (in the menu path). 

 
2.a: Enter the member’s employee ID number in the “EmplID” 
field. 
2.b. Click the “Search” button or press the “Enter” key. 

3 The View Members Paycheck page will display. LES data for the 
current month will be shown. 

 
Continued on next page 



 

SPO Access to “View Member’s Paycheck” (eLES), Continued 

  
Procedure (continued) 
 

Step Action 
4 To view LES data for a different month, click the Paycheck 

Selection link 

 
A listing of available months will display, select the link for the 
month you want to view.  

5 To view LES Remarks, click the Comments link. 

 
 
The Comments Section provides: 
 

• General statements for all members 
• Supporting information regarding: 

o Changes to a member’s pay file 
o Debt Liquidations 

 
If the View All, First, Last or Arrow links are active, use them to 
view additional lines.  

 
 

Continued on next page 



 

SPO Access to “View Member’s Paycheck” (eLES), Continued 

  
Procedure (continued) 
 

Step Action 
5 

(cont’d) 
Click either the “OK” or “Cancel” button at the bottom of the 
Comments section to return to the View Members Paycheck page. 
 

 
6 The top section of the View Members Paycheck page shows the 

member’s mailing address, rank/rate, employee ID number, unit 
assignment, payroll month, pay date, tax withholding marital 
status (for tax withholding purposes) and allowances claimed 

  
7 The Leave section of the View Members Paycheck page includes 

the following fields: 
Begin = Balance carried over from previous month.  
Earned = Leave earned this month.  
Used  = Leave charged this month.  
Balance = Balance at the end of this month.  
Sold CP = Leave sold this month.  
Lost Prv FY = Number of days leave lost previous fiscal year.  
Sold Cumm = Total days leave sold. 
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Menu Path: Enterprise Menu > Compensate 
Employees > Maintain Payroll Data (US) > 
Inquire > View Members Paycheck 
 Current month is shown. Use this link 

to view previous months. 

 

Use this link to view remarks 
(see next page for more 
information) 

If your address is 
not correct go to 
Self-Service > 
Employee > Tasks 
> Home and 
Mailing Address 
and update it. 

Federal and, if applicable state income tax withholding 
amounts (current month and year-to-date) are shown in the 
Taxes section. Go to Self-Service > Employee > Tasks > 
W-4 Tax Information  to change Federal withholding or  
Self-Service > Employee > Tasks > State Tax Information 
to change state withholding. 

Earnings. Be sure your BAH entitlement is correct for your 
dependency/housing status. Be sure your BAS entitlement is correct for 
you unit assignment. Entitlements reflect amounts paid to a member during 
the period covered.  This may also include amounts being credited for 
previous periods.  For example, if a member terminated leased housing on 
the 27th of the previous month, the appropriate BAH would include those 
days payable during the previous month 

Before Tax Deductions include Thrift 
Savings Plan contributions. Go to Self 
Service > Employee > Tasks > Thrift 
Savings Plan to change. 

After Tax Deductions include Allotments, Bonds, Dental 
and SGLI. Go to Self-Service > Employee > Tasks > 
Allotments to manage allotment or bond deductions. 
Deductions for Overpayments and Debt Liquidations 
would appear in this section if applicable. 

The Net Pay Distribution section 
shows show the amount processed 
for payments (your actual deposit 
amount). These two amounts 
combined equal the Net Earnings 
amount. You can change your direct 
deposit account by going to Self-
Service > Employee > Tasks > 
Direct Deposit. 

This section shows the year-to-date earnings, 
taxes and deductions. 

The Account Number 
is not displayed for 
privacy purposes. 

Federal and, if applicable state 
income tax withholding allowances 
are shown in the Tax Data section. 
If you are claiming “0” the 
allowances lines are blank.  

 

Leave info (to be 
added late 
October 2009): 
Begin = Balance 
carried over from 
previous month. 
Earned = Leave 
earned this 
month. Used  = 
Leave charged 
this month. 
Balance = 
Balance at the 
end of this 
month. Sold CP 
= Leave sold this 
month. Lost Prv 
FY = Number of 
days leave lost 
previous fiscal 
year. Sold CTD 
= Career total 
days leave sold. 
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This section shows the remarks from the current month’s LES. It is accessed 
by clicking the “Comments” link on the current month’s View Paycheck page. 
The Remarks Section provides: 
 

• General statements for all members 
• Supporting information regarding: 
• Changes to a member’s pay file 
• Debt Liquidations 

 
If the View All, First, Last or Arrow links are active, use them to view 
additional lines.  

Click the “OK” button to return to the 
View Paycheck page. 

Special Payments 
If you are authorized a Special Payment, monies will be 
received off-line.  The reason for this Special Payment should 
appear as an Entitlement on the next View Paycheck and LES 
(i.e. BAH). 
 
To account for these monies, a deduction for the amount of the 
Special Payment will also appear on the View Paycheck and 
LES. 
 
This balances your account – the correct item paid and the 
Special Payment accounted for at the same time. 

Service Dates 
 

The Active Duty Base Date, Expected Loss Date and Expected 
Active Duty Termination Date are shown on the Self-Service > 
Employee > View > Member Info page. The Pay Entry Base 
Date is not currently displayed in Direct Access Self Service. 
 
• Pay Base Date – this determines your longevity for pay. 
• AD Base Date – this determines when you are eligible for 

an Active Duty retirement.  For Reserve Personnel:  This 
field might be set to 00 00 00, or contain an invalid date 
since a Reservist can enter/depart AD frequently.  Use 
your Reserve Points Statement to determine eligibility for 
retirement upon obtaining 20 Satisfactory years of service.  

• Exp Ad Term Date – this shows your current Active Duty 
contract expiration date. 

• Exp Loss Date – this shows the date all contracts expire. 


	SPO Access to “View Member’s Paycheck” (eLES)

