
New Employees 
 

As a new hire your tax status is automatically set up as Single with 0 allowances by IRS 
regulations. This is the HIGHEST taxing amount for withholding tax.  

You are responsible for logging into PASS (People’s Advantage Self Service) and 
setting up your W4 withholding status.  Please follow the attached instructions: 
   

Log into PASS @  https://my.uh.edu/pass 
 
 
 

You will need to know your employee ID 
 

 Follow the directions next to the sign in box.  
 

 
  

 Select the Payroll, Taxes and Salary link 
 

 
 

 Select W4 Tax Information 
 

 
 

 Please read carefully and submit information when all is completed. 
 



 
 
 
If you have any questions, please contact the Payroll office at 713-743-8770. 
Non Resident Aliens should direct their questions to the Tax Office at 713-743-8987 


