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Overview 
The Employee Self Service section of UTShare allows an employee to view and update their 

personal information, such as Address, Phone, Email, Emergency Contacts. It also allows an 

employee to review Paycheck data, update W4 information.  

These areas can be accessed via the tiles on the Employee Service Homepage. 
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Personal Details Tile 
The personal details section allows an employee to make updates to the personal information 

in the system.  

 

Personal Details Navigation Collection 

The Navigation Collection is a menu that populates on the left side of 

the Personal Details page.  Clicking on one of the items in the 

collection will take you to that specific page. 

 

 

 

 

 

 

 

Addresses 

This section displays the listed addresses and allows for an employee to update the home and 

mailing address on file. Click the right arrow (>) to edit the address. 
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Contact Details  

Use this section to update, add, 

or delete phone numbers and 

email addresses.  Unlike other 

sections, the “Preferred” is 

determined automatically as 

the business email on file.  To 

update the contact information, 

click the right arrow (>). 

 

 

 

 

 

 

 

Name 

This section allows an employee to view their current name as displayed in the system. Name 

changes must be submitted to Human Resources for processing.  
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Ethnic Groups 

Use this section to identify your ethnic group.  

 

 

Emergency Contacts 

Use this section to update who you want contacted in case of an emergency. Click the right 

arrow (>) to update the information. 
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Additional Information 

This section is a view only review of other personal information and contains an Employee’s 

Birthdate, Social Security number, and other information. Employees are directed to contact 

Human Resources if any information is not correct.  
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Disability 

This section is used to voluntarily self-identify for any disabilities.  
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Payroll and Compensation 
This section contains the modules that allows employees to view and update information 

directly related to tax withholding and direct deposit of payroll. 

Navigation Collections 

The Navigation Collection is a menu that populates on the 

left side of the Personal Details page.  Clicking on one of 

the items in the collection will take you to that specific 

page. 

 

 

 

 

 

Pay 

This section allows an employee to view previous paychecks. The default view is the last four 

months, but it provides a filter to change the search parameters to view more checks. The view 

shows the Check Date, Company, Pay Begin and End Dates, Net Pay, and Paycheck Number. 

Click on the desired check line to view more detailed information about that paycheck.  

 

The Paycheck displays the following information: 
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➢ Employee name and mailing address on record at UTA, Employee Empl ID, Department, 

Job Title and Pay Rate.  

➢ The Pay Group (e.g., Monthly, Hourly) and Pay Period. 

➢ The employee’s Business Unit (e.g., UTA04) is displayed in this section. This code 

identifies the employee’s reporting area. 

➢ The Tax Data section displays the employee’s federal withholding status, withholding 

allowances and any additional amounts withheld from the employee’s paycheck. 

➢ The Regular and Longevity Pay earned by the employee. 

➢ The leave type and the number of hours taken for the month. 

➢ Any unpaid amounts.  

➢ Federal Tax withholdings, including Social Security and Medicare 

➢ The Before - Tax Deductions are amounts you contribute to pay for certain benefits 

(e.g., health, retirement, etc.) before your payroll taxes are calculated.  Before-tax 

deductions reduce your gross taxable base. 

➢ The After - Tax Deductions are amounts deducted after your payroll taxes are calculated 

(e.g., garnishments, charitable contributions, etc.). 

➢ The Employer Paid Benefits are the fringe benefits paid by the University (e.g., Insurance 

premium sharing, Teacher Retirement System (TRS) matching, Optional Retirement 

Program (ORP) matching). 

➢ The Total Gross, Fed Taxable Gross, Total Taxes, Total Deductions, Net Pay displays your 

current and year-to-date total earnings (gross), taxes, before and after-tax deductions, 

and net pay. 
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W-4 Tax Information 

This section allows 

an employee to 

review and update 

withholding 

elections for federal 

income tax.  
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W-2/W-2c Consent 

This section allows an employee to submit or withdraw consent to receive these forms 

electronically.  To receive the forms electronically, check the “I consent…” box and then Submit. 
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Direct Deposit 

This section allows an employee to add or update their direct deposit information.  Employees 

have a limited number of direct deposit accounts they can set up for their paycheck 

distribution.  Employees are allowed a maximum of three (3) direct deposit accounts for their 

paycheck distribution.  They do not have to have three, but they cannot have more than three.  

The system prevents employees from setting up more than the maximum allowable direct 

deposit accounts.  

Navigate to the Direct Deposit 

From the Employee Self Service page, click the Payroll and Compensation tile.  

 

On the Payroll and Compensation page click on the Direct Deposit link from the navigation 

menu. 
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Adding First Direct Deposit Account 

To add an initial Direct Deposit account, click the Add Account button.  

 

When the Add Account button is clicked, the Add Account pop-up window will be displayed.  
Enter the information in the fields provided.  

 

Note: A nickname is not required, this is a unique identifier for the employee to differentiate 
between accounts. 
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If needed, click the blue i icon  next to the Routing Number field for a detailed view of a 

check example to locate the Routing Number and Account Number for entry. 

 

Complete the remaining fields on the Add Account pop-up window.  Ensure you select whether 

the account is a Checking or Savings account.  Once the fields are entered, click the Save button 

to return to the Direct Deposit page. 
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A green banner appears at the top of the page verifying the account has been successfully 
added. 

 

Note: The Deposit Order is defaulted to “1” when there is only one account.  The 
Amount/Percent field will reflect Full Balance when only one account is set up for direct 
deposit. 

Add a Second Direct Deposit Account 

On the Direct Deposit page, click the “+” plus button under the Accounts section. 

 

  



 UTShare Employee Self Service 

 

 

Last Revision: 10/27/2023                 Page 15 

The Add Account pop-up window will be displayed, fill out the fields. 

 

For multiple accounts, the Deposit Type field must be selected from the drop-down list. Select 

Amount or Percent depending on how the distribution of funds is being set up. Based on the 

selection the next field Amount or Percent changes to the selected Deposit Type. 

If Amount is selected for the Deposit Type, the field below will change to Amount. Enter the 

dollar amount desired to deposit into that designated account. 

 

If Percent is selected for the Deposit Type, the field below will change to Percent. Enter the 

percent desired to deposit into that designated account.  
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The Identity Verification pop-up window will be displayed, enter a Prior Account number 

associated with the Direct Deposit for the employee and click Done. 

 

Note: The Prior Account # can be an existing account number associated with the account or an 

account number that has been changed in the past. 

Entering a correct prior account number will return you to the Direct Deposit page where the 
green banner appears verifying the account has been successfully added. 

 

The Order of direct deposit accounts is automatically updated and orders the new account as 

“1” and changes the first account to “Last.”  The Amount/Percent field displays the 

Amount/Percent for the added account, and Full Balance is updated to Remaining Balance.   
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Adding a Third Direct Deposit Account 

On the Direct Deposit page, click the “+” plus button under the Accounts section. 

 

The Add Account pop-up window will be displayed, fill out the fields. Under Pay Distribution 

select the Account Type for the new account.  For multiple accounts, the Deposit Type field must 

be selected from the drop-down list. You can select from Amount or Percent depending on how 

you want to set up the distribution of funds for this account. Based on the selection, the next field 

Amount or Percent changes to the selected Deposit Type.  Click Save. 

 

Note: For Deposit type, there will be an option for Remaining Balance. However, if selected the 
following error will be displayed and will prevent you from proceeding.  
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The Identity Verification pop-up window will be displayed, enter a Prior Account number 

associated with the Direct Deposit for the employee and click Done. 

 

Note: The Prior Account # can be an existing account number associated with the account or an 

account number that has been changed in the past. 

Entering a correct prior account number will return you to the Direct Deposit page where the 
green banner appears verifying the account has been successfully added. 

 

Only one account can be the Remaining Balance account.  The Remaining Balance account Order 

will be Last meaning that all the other accounts will be deposited into first; then any amount left 

will be deposited into the Remaining Balance account. 
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Reordering Direct Deposit Accounts 

When you have three accounts set up to split your Direct Deposit you will have the option to 

change the order that the accounts receive the deposits.   

On the Direct Deposit page, Click the Reorder button to change the order in which funds are 

deposited into each account.  

 

Note: The Reorder button is only available when there are three accounts listed.  

The Reorder Accounts pop-up window will be displayed. Click on the equal sign hold down the 

mouse and drag it into the new position and release it. Once the new order is set, click the Save 

button to update the Order.   
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Save returns you to the Direct Deposit page where the green banner appears verifying the 

change was successfully saved.  The Accounts will now display in the new order on the Direct 

Deposit page. 

 

When a Remaining Balance account exists, it will be the last account processed to pay out any 

remaining funds and cannot be reordered.  To reassign the remaining balance account, use the 

Edit Account page to update the distribution details. 

Changing the Remaining Balance Account  

Only one account can be designated as the Remaining Balance account.  If you would like to 

change which account is designated as the Remaining Balance account, you can assign the 

designation to one of their other existing accounts. 

On the Direct Deposit page, click on the account that is the Last in Order and has Remaining 

Balance as the Amount/ Percent. 
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The Edit Account Pop-up window will display.  

 

To change this account from the Remaining Balance Account, select the Deposit Type drop-
down and select Amount or Percent.  
 
Two new fields will be displayed when a new Deposit Type is selected. Based on the selection 

of Amount or Percent, the next field will be Amount if Amount Type is selected or Percent if 

Percent Type is selected. Then the second field that appears is the New Remaining Balance 

Account. 
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Once the Amount or Percent is entered for this account, click on the New Remaining Balance 

Account drop-down and select another existing account to designate as the Remaining Balance 

Account. 

 

Note: The drop-down options display the Nickname given to the accounts by the employee. 

After selecting the account to designate as the New Remaining Balance Account, click the Save 

button.  A verification message pop-up window appears; click OK to continue. 

 

The Identity Verification pop-up window will be displayed when the Save button is clicked. Enter a 

Prior Account number associated with the Direct Deposit for the employee and click Done. 

 

Note: The Prior Account # can be an existing account number associated with the account or an 

account number that has been changed in the past. 
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Entering a correct prior account number will return you to the Direct Deposit page where the 
green banner appears verifying the change has been successfully saved. 

 

Note: The New Remaining Balance Account is now Last in the Order column, and the account 

that was changed is in the Order 2 position. The Amount/ Percent field column has been 

updated. 

Edit Direct Deposit 

Each account can be edited/ or changed individually.  If an employee would like to add a new 
account to designate as their Remaining Balance account, and they have reached their limit of 
accounts, the employee must first remove one account before they are able to setup a new 
account to designate as the Remaining Balance account.  
 
To make account changes click on the account you would like to change from the Direct 

Deposit page.  

 

The Edit Account Pop up window will be displayed. Click Edit button (pencil).  Make the desired 

changes and Retype the Account Number.  Click the Save button. 
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The Identity Verification pop-up window will be displayed when the Save button is clicked. 

Enter a Prior Account number associated with the Direct Deposit for the employee and click 

Done. 

 

Note: The Prior Account # can be an existing account number associated with the account or an 

account number that has been changed in the past. 

Entering a correct prior account number will return you to the Direct Deposit page where the 
green banner appears verifying the change has been successfully saved. 
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Remove a Direct Deposit Account 

Employees can remove Direct Deposit Accounts if they have more than one, you cannot remove 

an account if it is the only Direct Deposit Account listed. If an employee would like to add a new 

account to designate as their Remaining Balance Account, and they have reached their limit of 

accounts, the employee must first remove one account before they are able to set up a new 

account to designate as the Remaining Balance account. 

To remove an account, click on the account you would like to remove from the Direct Deposit 

page.  

 

The Edit Account Pop-up window will display. Click the Remove button, then click the Save 

button. 
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A message will appear asking if you are sure you want to remove the account, if you would like 

to continue with removing the account Click Yes, if not, Click No.  This will return you to the 

Direct Deposit page. 

 

 

 

Additional Information  

• For “Deposit Type” there are three options 

o Amount – select this option to enter a specific amount to be deposited to this 

account.  This selection will populate a new field for “Deposit Order” that can be 

used to indicate in which order the deposit calculations should be made.   

o Percent – select this option to enter a specific percentage to be deposited to this 

account.  This selection will populate a new field for “Deposit Order” that can be 

used to indicate in which order the deposit calculations should be made. 

o Remaining Balance – select this option to deposit the remaining net pay to the 

account.  If depositing your entire paycheck to one account, select this option.   

• Deposit Order indicates which deposit will occur first.  For example, if you have two 

direct deposit accounts, depositing $50 to the first and 35% to the second, you will enter 

the “Amount” account as Deposit Order 1 and the “Percent” account as Deposit Order 

2.  UTShare will deposit the $50 then take 35% of the reduced amount (paycheck total 

less $50).  To deposit 35% of the whole paycheck to one account, then the $50 to 

another, enter the “Percent” deposit account as Deposit Order 1 and the “Amount” as 

Deposit Order 2. 

Any issues with Direct Deposit will need to be directed to Payroll@uta.edu.  

 

mailto:Payroll@uta.edu
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View W-2/W-2c Forms 

This section allows an employee to view and download W-2/W-2c forms for tax purposes. Only 

active employees can access their forms online. Only the most recent tax Year is displayed, but 

a link to “View a Different Tax Year” is available. Click the “Year End Form” link to open the 

form in a new browser window. 
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State Service Information 
To review the number of State Service months entered for you in UTShare, from the Employee 

Self Service homepage, click on the Time and Attendance tile. 

Note: Most of the functions in this area are not used by UTA as time and leave are managed in 

TCP. 

Click the Absence Balance Details tile.  On this page, at the top will be a tab for State Service.  

Click this tab to confirm the number of state service months in UTShare. 
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Talent Profile 
This section allows employees to set Privacy Options and 

Veteran Identification. 

 

 

 

 

 

 

 

 

Privacy Options 

Under “General”, select Data Privacy 

Elections.  Here you can add Privacy 

Options using the plus (+) button or 

view your existing selections using the 

right arrow (>). 

 

 

Here you can check or uncheck the 

Privacy Options and click the Save 

button.   

To remove your previously made 

selections, click the Delete button. 
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Veteran Identification 

Under “General”, select Veteran Identification.  Here you can add Veteran Identification using 

the plus (+) button or view your existing selections using the right arrow (>). 

 

 

Here you can check or 

uncheck the Veteran 

Identification options and 

click the Save button.   

To remove your previously 

made selections, click the 

Delete button. 
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