
TMA is a process of time tracking is used by full-time and student employees, who work in 
University Operations (excluding Security and Safety).

Clocking In and Out (TMA Time Tracking)

For positions within facilities Workday will not be used for time off or time 
tracking.

All time worked for facilities position will be tracked within the TMA 
program.

The Privacy Training is designed to educate employees on security and 
confidentiality of private information and is to be taken before beginning work. 
New employees will recieve an e-mail with instructions to access this training or it 
can be accessed through the following steps:

1. Go to your “mybyui” account 

2. Click on the Student Employee tab

3. Under the Online Training heading, click on the Privacy Training link

4. Review the training material

5. Take the test

The test can be taken as many times as needed; 100% is required to obtain access to systems.

Add Direct Deposit
First-Time Set Up

1. Select the Pay Worklet from the main menu

2. Click Payment Elections from the Actions menu on the left

3. Click Add Elections

4. Fill out all of the required fields

5. Click OK

To Do:
Privacy Training

208.496.1712 studentemployment@byui.eduStudent Employment

How to View/Edit Withholding Elections (W-4)
View Withholding Elections

Edit Federal Elections

1. Click the Pay Worklet

1. Click the Pay Worklet

Federal election updates must have a current or future effective date and 
cannot be backdated

2. Click Withholding Elections in the Actions column on the left
3. Select the Federal, State, Local Election, or Tax Allocations tab to view election information

2. Click Withholding Elections in the Actions column at the left

3. Select the Federal Elections tab
4. Select Update
5. Verify the company and effective date
6. Enter/edit the appropriate information on the W-4 form
7. Click OK to submit to a Payroll Partner for approval

*

*If skipped during the onboarding process
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