
  
 

New Hire Complete Activity Guide 

 

1. Log into UT Share at https://www.uttyler.edu/utshare/. You will be brought to the 

Employee Self Service page. Select the Onboarding Tile. 
 

 
 

2. In the Onboarding Activities box, click the Get Started link. 

 

 

3. After reading the Welcome page, use the Next button to move to the next page. 

 

Personal Information 



 

 

4. Review the Instructions provided. Click the Complete button in the upper right-hand 

corner. Use the Next button to move to the next page. 

 
 

5. Verify your address. If it is correct, hit Complete, then Next to move to the next step. If 

your address needs to be modified, click on the address. 

 
 

The Change as of date, will default to the current date. Enter the new address information and hit the 

Save button. 

 
 



 

The updated address will now be displayed. Hit the Complete button and then Next to move on to the 

screen. 

 
 

 

6. Verify your phone number and email address. If it is correct, hit Complete, then Next to 

move to the next step. If any information needs to be modified, click on it. 

 
 

Update your contact information and hit Save. 

 
 

 



 

 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 

 
 

7. The next section will prompt you to add your emergency contacts. Click on the Add 

Emergency Contact button. 

 

Enter your Contact Name. 

 

 
 

From the drop-down select the relationship type. Review the list and choose the most appropriate 

response. 

 

Next, Add their Address and Phone Number. The Phone Number is required. Once complete, hit Save. 



 

 

 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 

 

 

8. The next section will ask for your privacy options. Click Add. 
 

 
 

 

Click the Magnifying Glass  next to the Privacy Options box. Click anywhere in the box that says 

RESTRICTIONS. 

 

 



 

The Public Information Act allows employees to elect whether to keep certain information 

about them confidential. Unless you choose to keep it confidential, the following information 

about you may be subject to public release if requested under the Texas Public Information 

Act. Please indicate whether you wish to restrict Public Release of the following information 

by checking the box. You can restrict more than one option. 
 

 
 

Once you are done, click Save. 

 

 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 

 

 
 

Indicate the highest completed level of education, click add to begin. 

 

 



 

 

Click the Magnifying Glass  next to the Education box. Click the descriptor box. 

 

 

From the drop-down menu, select the appropriate response. 

 

 

Once you are done, click Save. Click the Complete button in the upper-hand corner and click Next to 

navigate to the next page. 

 

9. Voluntary Self-Identification of Ethnicity. UTT is subject to certain governmental 

recordkeeping and reports requirements related to the administration of civil rights laws 

and regulations. In order to comply with such requirements, UTT asks employees to self-

identify and provide information regarding their race and ethnicity. Submittal of this 

information is voluntary and the refusal to provide it will not subject employees to any 

adverse treatment. 
 

 



 

 

Question 1 select one answer. Question 2 select all that apply. If you need further information, click 

“Explain” on the page. 

 

 

Once you are done, click Save. Then, Click the Complete button in the upper-hand corner and click Next 

to navigate to the next page. 

 
 

10. Voluntary Self-Identification of Disability. Read the instructions displayed, check 

the box with your response. Click the Submit button. 

 

 



 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 

 

Voluntary Self-Identification of Veteran Status. Click Add to begin. 

 

 

Click the Magnifying Glass  next to the Veteran Identification box. 

 

 

Click Federal & Texas Identification 

 

Choose your Veteran Status from the drop-down menu. If you are not a veteran, select “No Military 

Service”. 

 



 

After you select your veteran status, review the information below and select all that apply. 

 

 

Enter your military discharge date, if you are a recently separated veteran. A recently separated veteran is 

any veteran during the three-year period beginning on the date of such veteran’s discharge or release from 

active duty in the U.S. military, ground, naval, or air service. Reference your DD214. 

 

 

Once you are done, click Save. Click the Complete button in the upper-hand corner and click Next to 

navigate to the next page. 

 

 

11. If you have a relative employed with the University of Texas System, click Add. If 

this does not apply to you, click Complete and the Next to proceed to the next page. Skip 

to step 44. 

 



 

 

Use the magnifying glass and select UT Family. 

 

 

Now, use the magnifying glass to find your UT Family member. Click on the magnifying glass next to 

Employee ID. Expand the Search Criteria and search using their first and last name. 

 
 

 

Expand the Search Criteria and search using their first and last name. 

 



 

 

Click on your family member based on your search results. Once complete, hit Save. 

 

 

If you need to add an additional UT Family member, hit the plus sign and continue the steps above. This 

time UT Family 2. 

 

 

Once done Complete this step and Click Next to proceed to the next page. 

 

12. Verify Additional Information. Review the data displayed on this screen, if 

anything is incorrect, please contact the Human Resources department. 

 



 

 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 

 

 

 

Payroll 
 

13. Review the Payroll Instructions provided. click the Complete button in the upper right-

hand corner. Use the Next button to move to the next page. 

 

Read the W-4 Tax Information Instructions, scroll down to view the entire screen. 

 
Complete the W-4 form. If you need assistance, view the instructions provided on the page. 

 



 

 

Once complete, hit the Submit button located at the bottom of the form. 

 

 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 

 

 

14. Next, enter your direct deposit information. Click Add Account. 

 
 

Enter your 9-digit Routing Number 

 



 

 

Enter your account number. 

 

 

From the drop-down menu select the Account Type 

 

From the drop-down menu select the deposit type. If you only have 1 account, select Balance of Net Pay. 

If you will be using more than 1 account, select Amount or Percent to setup. 

 

 



 

The deposit order will default to 999. 

 

*If using more than one account, you can change the deposit order for each account. 

 

Once you have completed all the account information click on the Acknowledge button. 

 

 

A Direct Deposit Acknowledgment will appear. Please read and click Accept to complete the transaction. 

 

Click the Complete button in the upper-hand corner and click Next to navigate to the next page. 



 

 

UT Tyler Policies and Resources 

 

15. Review the UT Tyler Policies. Each link will send you to the policy information. Once 

you have read and understood the policies, check the acknowledgement box. Click save 

then next to proceed to the next page. 

 
 

 

16.  Review the Statement of Selective Service Registration Status. Complete and sign the 

form.  

 

 

Click save then next to proceed to the next page. 

 

 

17. Review the Information Resources Acceptable Use and Security Policy 

Agreement. Check the box on the bottom of the page to acknowledge receipt and 

acknowledgement.  



 

Enter your First and Last Name, then Save the page. Click Next in the upper-right hand 

corner to move onto the next policy. 
 

 
 

Once you have completed the form, check the box to acknowledge and click Save. 

 
 

 

Click Next to navigate to the next page. 

 
 

 

18. Review the Verification of Prior State Service. Click the Link to sign the form via 

DocuSign.  

 
 



 

 

The link will take you to a DocuSign screen. Enter your uttyler.edu email address and select CONTINUE. 

(Note: it must be uttyler.edu not patriots.uttyler.edu) 

 

 
 

Click on the blue “use” icon.  

          
You will be prompted to enter your name and email address. Do not change or enter any other 

information. Then click the SEND button. 

 
 



 

 

 

 

Select the button SIGN NOW 

 

 
 

Click Continue 

 

 
 

Click Start and fill out all information on the form. 

 

 
 

Once all information is completed, Click Finish. 

 

 
 

Select NO THANKS and close the Tab. 

 

 



 

 

 

Once you have completed the form in DocuSign, go back to the Onboarding Tile and check the box at the 

bottom of the page to acknowledge and click Save. 

 
 

Click Next to navigate to the next page. 

 
 

 

19. Review the Confidentiality Compliance Statement for Student Records. 

 
 

 

After your review, enter your First & Last Name, then click Save. 

 

Click Next to navigate to the next page. 

 

 

 

 

 



 

 

 

20. Review and sign the Workers’ Compensation Network Acknowledgment Form. Click 

the Link to sign the form via DocuSign. 

 
 

The link will take you to a DocuSign screen. Enter your uttyler.edu email address and select 

CONTINUE. (Note: it must be uttyler.edu not patriots.uttyler.edu) 

 

 
 

Click on the blue “use” icon.  

 



 

 

 

You will be prompted to enter your name and email address. Do not change or enter any other 

information. Then click the SEND button. 

  
 

Select the button SIGN NOW 

 

 
 

Click Continue 

 

 
 

 

Click Start and fill out all information on the form. 

 

 
 

Once all information is completed, Click Finish. 

 

 



 

 

Select NO THANKS and close the Tab. 

 

 
 

 

Once you have completed the form in DocuSign, go back to the Onboarding Tile and check the box at the 

bottom of the page to acknowledge and click Save.  

 

 

Click Next to navigate to the next page. 

 

 

 

 

 

 

 

 

 

 



 

 

21. Review and sign the Intellectual Policy Agreement 
 

 

 
 

 

The link will take you to a DocuSign screen. Enter your uttyler.edu email address and select CONTINUE. 

(Note: it must be uttyler.edu not patriots.uttyler.edu) 

 

 

 
 

 

 

 

 

 

 



 

 

 

 

 

 

Click on the blue “use” icon. 

 

 
 

 

You will be prompted to enter your name and email address. Do not change or enter any other 

information. Then click the SEND button. 

 

 
 

 

 

Select the button SIGN NOW 



 

 
 

 

 

 

Click Continue 

 

 
 

 

Click Start and fill out all information on the form. 

 

 
 

 

Once all information is completed, Click Finish. 

 
 

Select NO THANKS and close the Tab. 

 
 

 

Once you have completed the form, check the box to acknowledge and click Save. 



 

 

Click Next to navigate to the next page. 

 

22. Review the Employee Resources page. Click Complete in the upper-right hand 

corner and click Next to proceed to the next page. 

 

23. Review the Compliance Training Notice. Click Complete in the upper-right hand 

corner and click Next to proceed to the next page. 

 

24. Review the Required Employee Notices and Important Reminders. Click Complete 

in the upper-right hand corner and click Next to proceed to the next page. 



Summary 

The last screen is the Summary page. This will show you the status of each step in the 

onboarding guide. 

If you need to go back to a specific section, use the Go to Step button. 

Once all sections have been Marked Complete, you have finished your onboarding process. Click the 

Complete button in the upper right-hand corner to submit your onboarding activity guide. 

You will no longer have access to the Onboarding Tile after final submission. 

Please contact your Human Resources office if you need assistance. 

Phone: 903-566-7234 
Email: humanresources@uttyler.edu 

mailto:humanresources@uttyler.edu



