ADJUNCTS/FACULTY ONBOARDING WITH YU PAYROLL STEPS

Click this link for Direct Deposit Instructions.

CTRL + Click on the following link - General Self-Service in InsideTrack to view, create, and update your
direct deposit information online.

Note that your first payment will be via paper check. The following payment will be via direct deposit
presuming that the bank details provided were correct.

In the meantime, ensure that your address is correct in InsideTrack> Employee (tab)> General Self-
Service> Personal Information: “W2/Payroll Mailing Address”. Also include your apartment # if
applicable.

You must complete your W4 in Employee Self-Service by logging into InsideTrack> Employee (tab)>
Employee Self Service> Taxes> W-4 Employee’s Withholding Allowance Certificate> Update.

*NOTE: Payroll is not permitted to advise on how to complete tax forms. Please closely review the

instructions (including the worksheets on the backup pages); and then consider reaching out to a tax
professional for further guidance if needed.

Complete and return the below forms using the Dropbox Instructions for Sending Forms to Payroll

State Withholding IT2104: NY State Tax; and NYC/Yonkers Local Tax Form.
e IT2104E Certificate of Exemption: If you meet the criteria on the top of this form then you may
complete this form as opposed to the above form in order to waive out of state/local taxes

New York State Paid Family Leave Premium Waiver: Review to see if you meet the criteria to waive out
outlined in the form.

Inform payrollservices@yu.edu if you are a foreign national.



/sites/default/files/inline-files/Payroll%20Direct%20Deposit%20Self%20Service%20-%202022_0.pdf
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbanner.oci.yu.edu%2FBannerGeneralSsb%2Fssb%2Fgeneral%23%2Fhome&data=05%7C01%7Cdevin.bostic%40yu.edu%7C43b916ef5b3c4efce9ed08da9718dc8a%7C04c70eb48f2648079934e02e89266ad0%7C1%7C0%7C637988430317146365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=66KXoPcJP%2Bjh34GcjQsOXYoed5JMC5%2BMF5r6njGklAU%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finsidetrack.oci.yu.edu%2Fweb%2Fhome-community%2Femployee&data=05%7C01%7Cdevin.bostic%40yu.edu%7C43b916ef5b3c4efce9ed08da9718dc8a%7C04c70eb48f2648079934e02e89266ad0%7C1%7C0%7C637988430317146365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=saCsNZq%2FL4D9iR9Qn%2BE7FcN3elDg8TUuofgWmjHLheY%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finsidetrack.oci.yu.edu%2Fweb%2Fhome-community%2Femployee&data=05%7C01%7Cdevin.bostic%40yu.edu%7C43b916ef5b3c4efce9ed08da9718dc8a%7C04c70eb48f2648079934e02e89266ad0%7C1%7C0%7C637988430317146365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=saCsNZq%2FL4D9iR9Qn%2BE7FcN3elDg8TUuofgWmjHLheY%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbanner.oci.yu.edu%2FBannerGeneralSsb%2Fssb%2Fgeneral%23%2Fhome&data=05%7C01%7Cdevin.bostic%40yu.edu%7C43b916ef5b3c4efce9ed08da9718dc8a%7C04c70eb48f2648079934e02e89266ad0%7C1%7C0%7C637988430317146365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=66KXoPcJP%2Bjh34GcjQsOXYoed5JMC5%2BMF5r6njGklAU%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbanner.oci.yu.edu%2FBannerGeneralSsb%2Fssb%2Fgeneral%23%2Fhome&data=05%7C01%7Cdevin.bostic%40yu.edu%7C43b916ef5b3c4efce9ed08da9718dc8a%7C04c70eb48f2648079934e02e89266ad0%7C1%7C0%7C637988430317146365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=66KXoPcJP%2Bjh34GcjQsOXYoed5JMC5%2BMF5r6njGklAU%3D&reserved=0
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https://insidetrack.oci.yu.edu/documents/10354/395604/Dropbox+Instructions+for+Sending+Forms+to+Payroll/b0aabb4c-736b-497b-95ee-0a960121f946
https://www.tax.ny.gov/pdf/current_forms/it/it2104_fill_in.pdf
https://www.tax.ny.gov/pdf/current_forms/it/it2104e_fill_in.pdf#:~:text=Certificate%20of%20Exemption%20from%20WithholdingIT-2104-E%20New%20York%20State,in%20either%20Group%20A%20or%20Group%20B%3AGroup%20A
https://insidetrack.yu.edu/documents/10354/395604/New+York+State+Paid+Family+Leave+Waiver/86dd3760-dd6a-4df5-a889-4af0d39b49a3
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