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PORTAL.UHNJ.ORG 
 

 

Introducing the MY.UHNJ personal portal page that puts all the tools and 

information you need in one place.      
  

  

With portal.uhnj.org, you can:   
  

 Set up/view Direct Deposit/Check Benefits and Deductions. 

 View/print out your pay stub and view accumulated time. 

 View/change address, name, phone numbers and Emergency Contacts 

 Change Federal Tax Exemption. 

 Check e-mail and access Banner tools. 

 Read the latest University Hospital announcements. 
  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

  

 

 Once a new hire is entered into the system, a Welcome email is sent to their 

personal email. 

 

 The notification will contain their CORE ID and UH email address. Also 

included will be instructions to activate their account. 

 

 Once your account is active, they can log onto portal and Banner Self 

Service at https://portal.uhnj.org 

 

 

GETTING STARTED for NEW HIRE 

GETTING ‘CORE ID and PASSWORD’  

https://portal.uhnj.org/
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 Log in to Self Service Banner. 

  

 

 

 

 

 

 

  

  

 

 

 

 

 

 

  

BANNER SELF SERVICE 

ID and PIN INFORMATION 

portal.uhnj.org 

CORE ID is your user name. Password is the one you just set up. 
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EMPLOYEE SERVICES 
 

The Employee Services link provides information that relates to your employment 

(i.e. Benefits and Deduction, Pay Information, Tax and Payroll Forms, Current and 

Past Jobs) 

 Click Employee Main Menu link 

 

 

 

 

 

  

 

 

 

 

 

 Click Employee Services tab. 
  

 

TO VIEW BENEFITS AND DEDUCTIONS 

 

 Click Benefits and Deductions.  
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 View Retirement Plans Information. 

 View Health Benefit Information. 

 View Flexible Spending Accounts Information. 

 View Miscellaneous Benefits/Deduction Information. 

 

TO VIEW PAY INFORMATION 

 Click Pay Information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click the Pay Stub Year. 

 Click Display. 
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 Click Pay Stub Date. 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Data Admin Clerk 
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TO VIEW TAX AND PAYROLL FORMS 

 
 

 Click Tax and Payroll Forms. 

 

 

 

 

 

 

 

 

 

 

 

 Click Tax and Payroll Forms. 

 

 

 

 
To change your federal tax withholdings: 

 Click w-4 Tax Exemptions/Allowances – Federal.  

 

NOTE: You cannot change your NJ tax online. Please fill out the fillable form and 

forward the completed for to the HR Department. 
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 Click Update.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
             

 Make the changes. DO NOT change the Effective Date of Change. 

 Click Certify Changes.  

 Enter PIN and click Submit. 
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DIRECT DEPOSIT INFORMATION/UPDATE/ALLOCATION 

 

 Click Pay Information.  

 Click Direct Deposit 

Information/Update. 

 

 

 

 

 Direct Deposit changes will not be available between Monday 12PM and 

Wednesday morning of pay week 

 

 

 

 

 

 

 

 Click Update Direct Deposit Allocation 

 

 

  

 

 

 

 

  

  
 

 Enter Bank Account Number 

 Click Submit. 
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 Click Add/Update Direct Deposit Allocation.  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 
 Enter the Allocation and click SAVE. 
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TO VIEW CURRENT AND PAST JOBS 

 Click Employee Services tab. 

 Click Current and Past Jobs. 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

TO VIEW LEAVE BALANCES 

 Click Employee Services tab. 
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PERSONAL INFORMATION 
 

    

 Click Personal Information 

Tab. 

 

      

 

 

 

 

 

TO VIEW OR CHANGE/UPDATE ADDRESS AND PHONE 

 

 

 

 

 

 

 

 

 

 Click View Address(es) and Phones. 

 Click Udpate Address(es) and Phone(s). 

 Click Current. 
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 Enter changes.  
 Click Submit. 

 

TO UPDATE EMERGENCY CONTACT 
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TO VIEW OR AND UPDATE EMERGENCY CONTACTS 

 Click Personal Information Tab. 

 Click Update Emergency Contacts. 

 

 

 

 

 

 

 

 

 

 

 Make Information changes. 

 Click Submit or Reset to submit your changes or reset to make another changes. 

 

 

 

TO CHANGE NAME INFORMATION 

 

 Bring your new SS card with your new name in HR Department. 
 

Jane Smith 
123 Newark Street 

Newark, NJ 07107 
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TO CHECK YOUR EMAIL 

 

 

 

 

 

 

 

 

 

 
 

 

All University Hospital employees are given an email account. It is important to 

keep you UH email account active. Administration and Human Resources utilizes 

the email system to send notices to employees. 

Please log into check your email account on a regular basis to ensure the accounts 

stay active. 

Make it a habit to check your emails when viewing your pay stubs. 
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PORTAL QUICK TOOLS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

rev/jgr05.2018 

  
  
  
  

CONTACT INFORMATIONS: 
  
  

HR Data Administration ……………. … 972-972-4502 / 973-972-4503 
 

Employment …………………………… 973-972-3698 
 

Benefits Office …………………………. 973-972-0885 / 973-972-4743 
 

Labor Relation ………………………….. 973-972-7087 
  

Compensation …………………………... 973-972-1623 
 

HR Information Systems ……………….. 973-972-1853  
 

EEO/LEAVES …………………………. 973-972-0825 
 

Learning & Org. Development ………….. 973-972-9391 
 

Payroll ……………………………………973-972-1200 
 

IST Services Center ………………………732-743-3200 
 

  

 

 

 

 

 

 

 

 


