. Log into HIP by selecting one of the following URLS:
Step #1: Log In o https://myuh.hawaii.edu/
o https:/iwww.hawaii.edu/ohr/

o https:/www.hawaii.edu/sece/
ﬂ‘{‘/{})‘)’;§* & @ — = @ User ID: Enter UH Username
‘\iw}i" - [— @ ——1 @ Password: Enter your UH password.
P @ N @ Sign In: Click on “Log In” button
Once logged in - Click on the “Hawaii Information Portal” icon
ot St e gt A e e e e to access the Hawaii Information Portal Employee Self Service.

&HAWA‘ S ¥ Employee Self Service

Direct Deposit

Step #2: Go to Direct Deposit Menu

Click the Direct Deposit menu

@ Click the “Add Account” button and
the “Add Direct Deposit” page will appear Diract Dapost

Step #3: On “Add Direct Deposit” Page Enter Your Information

@ Routing Number: Enter your financial institution’s 9-digit
routing number. If you receive an error message, contact the

@HA\)\/N ) HIP Service Center.

Account Number: Enter your account number
Retype Account Number: Re-enter your account number

Direct Deposit
Add Direct Deposit

Account Type

Yowr Bk infoomtion «  Checking — deposit into a checking account
Routing Number @)wewCheck v * Savings — deposit into a savings account
DI TEROR NI RO Deposit Type: Click the drop-down arrow to select your
Account Number @ Deposit Type
3 *  Amount — amount of net pay to be deposited
®

Account Type: Click the drop-down arrow to select your

Retype Account Number A
« Balance of Net Pay — Your entire net pay or your
*Deposit Type| v remaining net pay (if you have multiple direct

Amount or Percent depOSitS)
*Deposit Order o 1FH:\ + Percent — a percentage of net pay to be deposited
@ Amount or Percent: If you have multiple direct deposits,

St @ enter an amount (example 10.50) or percent (example 20)

* Required Field

*Account Type \ bl

i Biccd Bevo @ Deposit Orde_r: Enter the orde_r of the deposits (1, 2, etc_.), if
o you have multiple direct deposits. If you only have one direct
deposit, the Deposit Order field will automatically default to
999 and you do not need to enter a value.

@ Submit: Click on “Submit” button


https://myuh.hawaii.edu/
https://www.hawaii.edu/ohr/
https://www.hawaii.edu/sece/

