Direct Deposit and W4 Tax Setup

Please follow the below step-by-step instructions to setup your Direct Deposit and W4.
** You MUST use a computer on the UTHealth network or VPN with limited access to setup direct
deposit**

PLEASE NOTE: You MUST complete both the W4 and Direct Deposit information, as soon as you receive
your userid and password, or you run the risk of being setup with the Federal default tax rate of Single with
0 withholdings, and receiving a physical check. Payroll no longer accepts paper forms of the W4 or
Direct Deposit.
Log into Employee Self Service from inside.uth.edu webpage

UTHealth

Page 1

Direct Deposit and W4 Tax Setup

Login using your user id and password here:

Once you have logged in a “Self Service” menu will be brought up, navigate to My Compensation. You will
then see the UT Direct Deposit/Exp Reimburs and the W-4 Tax information. Please go through each of
these steps to successfully complete your Direct Deposit banking information and W4 Tax setup.

** You may also Consent to receive and view your W2 electronically, as well as view your Paycheck stub
in the same navigation.

UTHealth

Page 2

Direct Deposit and W4 Tax Setup

UTHealth Direct Deposit Setup

*When setting up direct deposit you are required to set up the Expense Reimbursement Account.
There is a separate tab next to the “Payroll Direct Deposit Acct” tab. If you choose not to receive your
expense reimbursements through direct deposit then select the drop down for *Direct Deposit Account
Type and choose “Please Issue a Check”. If you choose to receive your expense reimbursements
through direct deposit then select the drop down for *Direct Deposit Account Type and choose “Please
Issue a Check”. You MUST select one the other (add bank account or choose check) before setting up
your payroll direct deposit.

The Direct Deposit self-service panel must be completed to receive your paycheck as a direct deposit.
There is not a limit to how many accounts you can enter, however you must have a balance record. If you
are just setting up one account select “balance” as the deposit type. If you are setting up multiple
accounts select “amount” or “percent” and put a number between 1 and 998 into the deposit sequence.
The last account MUST have “balance” as the deposit type which will default to a deposit sequence of 999.
Having a balance record will ensure that your net pay gets deposited appropriately. You must also enter a
Deposit Sequence for each of your Deposit types of amount or percent. The highest sequencing number
will dictate the “last” in the order of deposits. The lower the number is, the higher the priority.

Select the box above that states “I DO NOT wish to receive a pay advice email notification each
payperiod”, if you would not like to receive an email stating your direct deposit advice is ready to be
viewed. You will still be able to view your advice in “View your Paycheck” in the self-service.

Once you have entered all direct deposit information, click Save. A confirmation will appear, click Ok.
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W4 Tax Information

The W4 entry screen is for Federal taxes only. Please verify your SS#, as well as your address. Please click
view instruction for a brief explanation. If you have any concerns or questions regarding how you should file,
please contact the IRS. The New Tax Tables can be found at www.irs.gov

Once you have entered all the tax information, click Submit.
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