Human Resources : :
mcl Administration and Finance How to Set up Direct DepOSIt

1. Click on go.uhcl.edu located at the top of any UHCL website

E-Services Hawk Card Class Schedule | gouhcledu | UHCL at Pearland Mental Health

2. Log in with your Username and Password
3. Click Sign In

UHCL

Enter usemame (without @uhcl.edu)

Enter password

=3

First Time User | Forgot Password

Legal Nofice as Required by State of Texas

Texas Administrative Code (Title 1, Part 10,
Chapter 202) re lay of the following
notice pertaining to use within Texas
Higher Education ef

A. Unauthorized use is prohibited

B. Usage may be subject to security testing and
monitoring

C. Misuse is subject to criminal prosecution

D. No expectation of privacy except as otherwise
provided by applicable privacy law

4. Click on the PASS tile

PASS

5. Click the Payroll & Compensation tile

Payroll & Compensation Time My Personal Info Benefits Summary
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Total Rewards Training Miscellaneous Approvals
No Statement Available 2
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6. Click on Direct Deposit

Payroll

g&. Paychecks

|‘ - Direct Deposit

B W-4 Tax Information

The system displays the current direct deposit elections.

7. Click Add Account

Add Account

8. Enter the bank routing number

How to Set up Direct Deposit

9. Enter the account information and select Account Type and Deposit Type

Direct Deposit
Add Direct Deposit

Your Bank Information
Routing Number || .
View Check Example
Distribution Instructions

Account Number

Retype Account Number

*Account Type hd
*Deposit Type .
Amount
*Deposit Order (Example: 1 = First Account Processad)

Please note: If you only have one account the Deposit Order is 999

10. Read the direct deposit information and select the check box to indicate authorization.

Check this box to acknowledge authorization above and enable saving changes.
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