VL) e

UTAH VALLEY UNIVERSITY

New Employee, Payroll Tip Sheet

o Direct Deposit: Direct deposit information allows the UVU Payroll Office to deposit an employee’s paycheck directly into
their bank account. Employees who do not provide direct deposit information will have their paychecks mailed to the
address on file with People and Culture.

o New employees should complete the direct deposit form included in the new hire paperwork. Existing employees can
set up or update their direct deposit information by visiting the Payroll Office (HF 101) or by using the direct deposit
form available in myUVU Workplace under Employees Resources > Payroll & Timeclock > Forms.

o To complete the direct deposit form, employees will need their bank account number and their bank’s routing
number.

e Employees who do not have a bank account can apply for a checking or savings account with Utah Community Credit
Union (UCCU) at the on-campus branch located in the Sorensen Student Center. UCCU has simplified account eligibility
requirements specifically for UVU employees.

e Paydays: Employees are paid twice a month on a full pay-period lag cycle. Pay for the first half of the month is received
on the first working day of the following month and pay for the second half is received in the middle of the subsequent
month.

o Paydays typically fall on the 1st and 16th of each month, although these dates may shift if they fall on a weekend or
holiday. Employees using direct deposit will usually see their pay deposited the day before the official payday.
o For more information about the pay cycle, visit Payroll & Time in myUVU Workplace under Employee Resources.

e Paystubs: UVU does not issue hard copy paystubs. Current and past paystubs can be accessed through myUvU
Workplace using myDashboard or by navigating to Employee Resources > Payroll & Timeclock.

o Time and Leave Entry: Employees should use the Time Information Management System (TIMS) to record hours
worked and leave taken. Employees should consult with their department for guidance on the correct procedures for
entering or clocking time and leave in TIMS.

o Links to TIMS, along with tip sheets for time and leave entry, are available in myUVU Workplace under Employee
Resources > Payroll & Timeclock.

o If your department has not provided instructions regarding time and leave entry deadlines and expectations, please
speak with your supervisor to make sure all deadlines are met so your pay is accurate and timely.

¢ Year-End Tax Reporting, Form W-2: UVU issues electronic Form W-2s only. W-2s for the current tax year will be
available in mid to late January of the following year. Employees can access their W-2s through myUVU Workplace under
Employee Resources > Payroll & Timeclock > Tax Information.
o Employees who prefer to receive a paper W-2 can revoke their consent to receive an electronic W-2 by completing a
Revoke Consent Form, available in the Payroll Office (HF 101) or myUVU Workplace.

¢ FICA Exempt: Student employees are exempt from FICA taxes (Social Security and Medicare) when enrolled in six or
more credit hours. Credit hour enrollment is reviewed each pay period to determine FICA exemption eligibility.
o Student employees who are exempt from FICA but prefer to have FICA taxes withheld should notify the Payroll Office
in writing.
o Foreign employees in the U.S. under an F-1 or J-1 visa should contact the Payroll Office if FICA taxes appear on
their paystubs, as additional information may be required to confirm their exemption status.

¢ Adjunct Pay: Adjunct faculty are paid a semester rate based on the number of contact hours taught. Those teaching full-
semester classes receive their semester pay over seven pay periods, while those teaching block classes receive it over
three or four pay periods, depending on the block schedule.
o Adjunct faculty should not expect their first paycheck until approximately one month into the semester.
o To view pay dates by semester, visit Calendars under Payroll & Timeclock in myUVU Workplace > Employee
Resources.
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