
1. From My Profile, select the Payroll 
  Administrator role.

2. From the Global Navigation search bar, type PAYM for Payroll Management. 

3. Use Filters to search for the employee.

4. Click Apply when you’ve complete your narrowed search. 

Online Check (OCHK)
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5. From the Grid Actions results, click the View button.

Used to verify pay, deductions, and fringes on the
employee’s paycheck.  

quick reference guide



vantage.employee.utah.gov 

4

1. Click the Issued Checks/Advices tab.

2. Click on the 3-dot menu.      

3. Select Create Online Check Calculations.

4. From the On-demand Check tab enter Check Date, Pay Period End Date and 
  check the *Calculate Only box. 

5. Click Calculate. 

*The only users that would uncheck the Calculate Only box would be the Central Finance 
Payroll team when they are ready to Prepare, Submit and Print the OCHK to generate 
an actual check from the OCHK transaction. 

6. Scroll down to see Approval/Print Information section.
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Select the Pay Details, Deductions Details or Fringe Details tabs to see the detailed 
entries for each of the items. 


