New Hire Information & Resources for Hourly Students
CHECKLIST OF ITEMS TO DO:

· Complete new hire paperwork
· Review Online Timesheet Process

· Update address in MyUW’s ESS

Paydays and Check Distribution:

Paydays are on the 10th (for work performed between the 16th- 31st) and 25th (for work performed between the 1st-15th) of each month. Checks are available for pick up by 11:00am on payday at the EE front desk. Please bring picture ID when you come to sign for your check. Even if you sign up for direct deposit (takes two pay periods to go into effect), you will still have at least ONE paycheck pick up.

Online Timesheet Process:

https://www2.ee.washington.edu/operations/payroll/timesheets_hourly.html
MyUW/ESS:

www.myuw.washington.edu 

The Employee Self Service (ESS) link within MyUW provides personal information regarding your paycheck, taxes, withholding allowances, deductions, address changes (both campus and personal), and employee ID number. You WILL NOT be able to enter the ESS link until you are placed on payroll.

1. Paycheck information – 

Employees can log on to ESS to view their paycheck information at anytime. For those receiving direct deposit, this will be the source you should use to verify that you were paid correctly and on time.

2. Address changes – 

It is the responsibility of the employee to ensure that accurate and up to date addresses are entered into the University systems. If you do not enter your current address by December 1st of each calendar year, you may not receive important yearend tax forms. To update your address, follow the steps below:

· Using your UW NetID and password, log into http://washington.edu/ess
· Click the address tab

· Click the Change button, make the appropriate changes and click save
3. Taxes -
It is the responsibility of the employee to ensure that their tax information is up-to-date and correctly entered into the Employee Self Service page. (This only applies to U.S. Citizens only. International Students will receive an email from Glacier to setup their Glacier account):
a. Click on the Taxes tab located on the Employee Self Service page (https://washington.edu/ess)
b. Click on the Update W-4 button
c. Also, we encourage employees to Opt-Out of Paper tax forms (W-2’s, 1042-S, etc)
i. Opting Out of paper tax forms helps the UW go Green
ii. Electronic copies are available even if you do not opt-out http://green.uw.edu/promote/snapshots/opting-out-paper-w2s
iii. Electronic copies are available even if you do not opt-out

4. Direct Deposit –
· Click on the Employee Self Service (https://washington.edu/ess) link, enter your login and password

· Click the Direct Deposit tab

· Click the Start or Change Account button

Useful Link: https://www2.ee.washington.edu/operations/payroll/index_student_employee.html

