
 

 

 

myHR payslip guide 

This guide will help you understand the different sections of your payslip. 

Your payslip is a record of your earnings and employment history but it’s also a 
record of how much tax you pay and can be used as evidence of your earnings; for example, payslips are 
often used as proof of earnings for mortgage and loan applications. 

Not all examples will be present on every payslip, for example, overtime payments will only show if you 
have worked and claimed overtime, and had it approved before the payroll deadline.  

 

Pay Advice section 

Image 1: This image shows the pay advice section on your payslip. 

 

1. NI Number: Your unique HMRC number that identifies you for Tax and benefit purposes. 

2. Period End Date: The final date within the pay period where earnings are included. 

3. Payroll: This is the payroll run that you are part of; it helps Payroll keep track of your salary payments. 

4. Tax Period: The tax month within the financial year which runs from April to March. This example 
shows month 8 which is November. 

5. Tax Code: This is used to calculate how much income tax is deducted from your pay.  

6. HMRC Payroll ID: Your unique number used by The City of Edinburgh Council to send payroll 
information to HMRC. 

7. Tax Reference: This reference ensures that correct Tax and National Insurance contributions are being 
paid to HMRC.  
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Earnings section 

Image 2: This image shows the earnings section on your payslip. 

 

Basic Pay: This is your monthly basic pay before any other earnings or deductions. 
 

Image 3: This image shows the sickness pay on your payslip. 

  

Occupational Sickness Pay: After the salary offset has been deducted, sickness pay is then added back 
onto your salary which can be ‘occupational’ or ‘statutory’ sick pay depending on the terms and conditions 
of your employment. 

Salary Offset: This is a deduction that reflects any adjustments made for unpaid leave or reduced hours 
due to illness. For example, if you take leave without pay, your gross salary will be reduced. 
 

Image 4: This image shows your holiday pay on your payslip. 

  

Holiday pay NPEN: This is holiday pay paid on any overtime hours claimed. This amount is not 
pensionable which means it will not be included in your pension contributions.  

 

Other Earnings section 

Image 5: This image shows overtime payments. 

  

Overtime: Any additional hours worked over and above your normal contractual hours will show here. This 
example is overtime paid at the rate of 1.5 times your salary for every hour claimed. Claims made and 
approved before the payroll cut-off date will display here.  

Overtime Retroactive: Payment for overtime claims that have been submitted or approved after the pay 
claim deadline in the previous month will show here. An example would be overtime submitted in January 
but approved in February. Read more about pay dates and deadlines. 

 

 

https://orb.edinburgh.gov.uk/downloads/download/3271/all_pay_dates_and_claim_deadlines
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Image 6: This image shows any mileage you’ve claimed. 

 

Mileage: Claims approved before the payroll cut-off date will display here. This total can be divided by the 
rate of your mileage. This example is paid at 0.45p which is £84.15/0.45 = 187 miles. 
 

Image 7: This shows tertiary employees hours claimed with rates relevant to the post 
(assignment).  

 

Tertiary employees: Assignments worked at the same rate will show as one total on your payslip. 

 

Deductions section 

Image 9: This image shows an employee’s pension contribution. 

  

Pension Employee’s Contribution: The monthly payment that an employee contributes to their Lothian 
Pension Fund (LPF) pension. The employer's contribution is not shown on the payslip but can be seen on 
your LPF account online. 

 
Image 10: This image shows a deduction for electronics.  

  

Home electronics: Any home electronics purchased through Vivup which are deducted through your 
payslip over 12 months repayment scheme. Tax is paid on the value of the benefit. 

 
Image 11: This image shows a deduction for overpayments.  

  

Overpayment: This shows the amount being deducted from your pay due to a previous over-
payment. You’ll always be contacted and given advance notice before any overpayment is deducted. 

 
Image 12: This image of shows all other deductions.  

  

Prepayment: This shows if you had a manual payment in the previous month. The prepayment is the 
approximate Net amount. The deduction shown in this example will match the manual payment amount. 

https://orb.edinburgh.gov.uk/recruitment-selection/tertiary-casual-worker-worker-recruitment
https://www.lpf.org.uk/
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Statutory deductions and balances section 

Image 13: This image shows all statutory deductions. 

 

1. NIable Pay: Your basic pay and other earnings totals before National Insurance. Totals show for this 
(month’s) payslip and year to date (YTD). 

2. Taxable Pay: Your basic pay and other earnings’ total before Tax deductions. Totals show for this 
(month’s) payslip and year to date. 

3. PAYE: Your total Pay as You Earn (PAYE) tax. Totals show for this (month’s) payslip and year to date. 

4. Net pay: The amount you receive after all deductions. Totals show for this (month’s) payslip and year to 
date. 

 

Other Information section 

Image 14: This image shows the employee pension contribution percentage and the 
employer pension contribution amount. 

 

LPF Pension Employee Contribution Percentage: The percentage rate of your salary that you pay to 
Lothian Pension Fund. 

LPF Pension Employer Contribution Amount: The monetary rate your employer pays to Lothian Pension 
Fund based on monthly earnings. 


