
Direct Deposit in Self-Service
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Part 1: Log in to your employee self-service account

Please note:  

The username will be your UHART 
email address.

The password will be your UHART 
email password.  

Complete the two factor 
authentication 

For help logging into your self-service 
center, please contact the ITS Help 
Desk at 860-768-4357.
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Part 2: Log into the self-service center

Step 1:  Click on the tab labeled 
“Employee.”

Step 2:  Once on the employee tab, 
click on the link labeled “Employee 
Profile.”
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Part 3: Access Your Direct Deposit

Step 3:  Click on the link that says 
“Direct Deposit Information.”
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Part 4a: Set up A New Direct Deposit Account for “Proposed Pay Distribution”
Please NOTE:  For New Accounts This Screen Will Have No Account Information

Step 4:  To set up a 
direct deposit for 
payroll:
 Look for the line 

that says “Proposed 
Pay Distribution” and 
on the right hand 
side of the screen 
click on the link that 
says “Add New.”
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Part 4b: Set up A New Direct Deposit Account

Step 5: Make your 
Selection

For changing an 
account currently set 
up for direct deposit 
click “Create from 
exiting account 
information.”   
DIRECTIONS ON THIS 
ARE IN PART 5

For Brand New 
Accounts Click 
“Create New.” 6



Part 4c: Set up A New Direct Deposit Account

Step 6: Add your Direct Deposit 
Information

Type your FULL routing number for your savings 
or checking account.

Type your FULL account number for your 
savings or checking account.

Type the name of your bank.

Select the account type from the drop down 
menu, either savings or checking account.
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Part 4d: Set up A New Direct Deposit Account

Step 7: Select Priority and Amount

Priority - if you have more than one account, 
this will determine the order in which the funds 
deposit into each account.  

Amount - If you have only one account for your 
direct deposit select “Use Remaining Amount.”

- If you have multiple accounts for your 
direct deposit, select either “Use Specific 
Amount” or “Use Percentage.”

- When you are done adding your 
additional accounts, for the NET amount of your 
check select “Use Remaining Amount.”
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Part 4e: Set up A New Direct Deposit Account

Step 8: Save your Direct Deposit 
Information

Check the authorization box

Click “SAVE NEW DEPOSIT” to save your 
direct deposit information.  

**Follow the steps in parts 4a, 4b, 4c, 
4d and 4e for each direct deposit 
account you want to set up** 9



Part 5: Deleting or Editing an Accounts

Step 9: Delete or 
Edit an Account

To Delete:
Check the box for the 
account you want to 
delete.

Click the delete button

To Edit:
Check the box for the 
account you want to 
edit.

Use the drop down 
menus to change the 
deposit amount or 
account type. 
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Part 6: Save And Authorize the Direct Deposit 

Step 10: Give your 
permission

Check the box titled “By 
checking this box, I 
authorize the institution 
to initiate direct credits 
or debits on my behalf.”

Click “Save Changes.”
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Part 7: Errors and Messages 

• If the routing number is not accepted by the system:
1.  Email HRD a screenshot of the full routing number from your bank. 
2.  Wait for HRD to verify your routing number.  (Once HRD has verified the routing number, 
we will email you back that your routing number is ready to be entered into the system).
3.  After receiving the confirmation email from HRD, proceed with entering your direct 
deposit information into the system.  

• Where can I find my routing and account numbers:
- If you are using a checking account, please refer to the sample check below.
- If you are using a savings account, please contact your bank directly for this information.
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