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You can set up and/or change your personal data on-line, no forms to fill out, no having to get signatures, no running to College Hall. Do it yourself on-line, anytime!

PAYROLL DATA 
· Set up/Change Direct Deposit Information

· Form W-4 Employee’s Withholding Allowance Certificate**
· Form W-2 Wage & Tax Statement

· Wages: Year-to-Date Totals

· Pay Stubs

· Total Compensation Report

PERSONAL DATA (Edit/Update My Personal/Address/Phone Information Tab)
· Email Address

· Address: Home & Work

· Phone Numbers

· Privacy Code

· Much More…

Logon Instructions to Single Sign On:
1. Open up your Internet Explorer.

2. Go to https://sso.tamu.edu/logon.aspx
3. You should get the BCS Single Sign On main page.

If you are new to this website go to “New Employees set up your password”

Then you will need your UIN number, ADLOC and birth date.

· UIN: A university assigned number unique to you. It can be obtained from the Payroll Department.

· ADLOC: Administrative Location-This is a number assigned to the department that you work in. It also can be obtained from the Payroll Department.

· Birth date: Your birth date must be entered in MM/DD/YYYY format.

4.  Once you are logged on to the Single Sign On site you can go to:
· Time Traq (bi-weekly payroll)
· Leavetraq (benefits-eligible employees only)
· HRConnect – click on “Payroll Data” or “Personal Data” to access the items listed above.
Payroll Department  361-593-3701, 3706, 3900, 3006, 3906
**Employment of Foreign Nationals may require additional forms, contact the Payroll Office
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