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Myself: Pay 

Overview The Pay section of the Myself tab contains information related to your pay and pay history 
as an employee of CareMount Medical. 

Navigating 
to the Pay 
Section 

You can access different areas of your pay from 3 different locations on the main screen. 

 

Part Description 

 On the main screen, the first location is Pay. Clicking there will bring you to 
your most current pay statement. 

 The second section is Pay History. Clicking there will bring you to your pay 
history where you will have the Things I Can Do section as described below. 

 The third location is the access links to pay information from the “Myself” panel 
on the left. Click once on Pay, then access Current Pay Statement, Pay History, 
YTD Summary, Third Party Pay, Direct Deposit, Income Tax and W2.  

Note: This is the only location where you can access YTD Summary, Third 
Party Pay, Income Tax and W2 forms. 

table continued… 
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Myself: Pay (continued) 

Pay 
History 
and Pay 
from 
the 
Myself 
tab  

Clicking Pay History from the main screen or the different options within Pay from the Myself 
tab will populate the Things I Can Do section: 

 

Things I 
Can Do 
section 

The Things I Can Do section alerts you to the various actions you can do in the current 
Section and related Subsections. For example, in the Pay History section, you can Add Direct 
Deposit and Add/Change Withholding Form. 

Note: CareMount Medical Policies do not allow you to change your pay statement preference.  

In order to access certain areas of the Pay area in UKG Pro, you will have to go through the 
Myself Panel. The Things I Can Do section will change depending on which area of the Pay 
Section you are in. 
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Add/Change Withholding Form (W4) 

Overview  One of the options available within the Things I Can Do section is Add/Change Withholding 
Form (W-4). 

Steps To add/change information to the Withholding Form  (W-4) follow these steps: 

Step Action Visual 

1 Click the link Add/Change 
Withholding Form (W-4) 

 

2 At the Federal section, click 
Employee’s Withholding 
Certificate (W-4) 

 

You will now be prompted to 
answer several questions.  

3 Are your paychecks subject to 
Federal income tax? 

Select either Yes or No. 

 

4 Select your Filing Status. 

 

5 Do you hold more than one job 
and/or does your spouse also 
work? 

Select either Yes or No.  

table continued… 
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Add/Change Withholding Form (W4) (continued) 

Steps 
continued   

Continued from previous page: 

Step Action Visual 

5a Selecting Yes will 
populate additional 
instructions. 

 

6 Is your income 
$200,000 or less 
(filing single or 
married filing 
separately)?  

Select Yes or No. 

 

6a Is your income 
combined with your 
spouse’s income 
$400,000 or less 
(filing married jointly)? 

Select Yes or No. 

 

6b Enter number of 
qualifying children and 
other tax credits. 

 

7 Enter other 
adjustments. 

 

8 Scroll to the top of the 
screen and click next 

 

table continued… 
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Add/Change Withholding Form (W4) (continued) 

Steps 
continued   

Continued from previous page: 

Step Action Visual 

9 The Federal Tax 
Form W-4 will 
populate. 

 

9a At the top of the 
form, check off the 
declaration, 

 

9b Directly below, click 
Sign & Save. 

 

10 The icon to print is 
available at the top 
right. 
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Add/Change Direct Deposit 

Navigating 
to Your 
Direct 
Deposit 
Section 

There are two ways to navigate to the section in which you can add and 
change your direct deposit. 

From your home page, double click on the Direct Deposit tile. When using this 
option, you must click the add button once you reach the screen. 

 

From the Myself menu, click on Pay then click on Direct Deposit. When using 
this option, you must click the add button once you reach the screen. 

 

Continued… 
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Add/Change Direct Deposit (continued) 

Adding an 
Account 

 

 

Make your changes within the editable fields. All fields with a red asterisk are 
required fields and must be completed. 

Use Flat Amount if you want a specific amount of your paycheck deposited to 
that account each pay period.  

Use Percent Amount if you want a specific percentage of your paycheck 
deposited to that account each pay period. The Percent Amount is helpful if 
you want to designate a portion of your paycheck that will automatically adjust 
with changes in your pay, such as when you receive a raise. 

Available Balance refers to the remaining portion of your check. This refers to 
any amount that is not accounted for by a Flat Amount or Percent Amount. It 
is also what you would select if you want your entire paycheck deposited to 
this account. 

For example, if you deposit most of your paycheck to your checking account, 
but you want to deposit $100.00 per paycheck into your savings account, you 
should have both your checking account and your savings account listed. The 
Amount section of your checking account should indicate “Available balance” 
and the Amount section of your savings account should indicate “Flat 
Amount.” 

Make sure to click on Save when you are finished.  

 

 Continued… 
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Add/Change Direct Deposit (continued) 

Changing an 
Account 

 

 

 

 

Double click on the account you wish to change, and follow the directions 
above. 

Pre-Note Important to Know 

 

If you are adding a new account, you will note that the status of this account 
on your Direct Deposit Summary will be listed as “pre-note.” This status will 
remain until a successful transmission to this account is made. This may take 
1-2 pay periods. 

 

 


