
Payroll Services 

Congratulations on becoming an employee at University of Central Missouri. As part of the onboarding 
process, an employee ID, referred to as a 700#, has been created for you. This number will serve as a 
unique identifier for all University systems. 

The University uses MyCentral, a web-based employee self-service portal to display and distribute 
information to employees of the University. An employee dashboard has been created on your 
MyCentral employee self-service portal.  

As a part of the onboarding process,-
and Zero. Please review the W-4 default values on MyCentral and make the necessary changes to your 
federal and state tax withholdings to reflect your individual choices. To access this information please 
follow these easy steps: 

1. Log in to MyCentral using your 700# and password. If you do not know your password, please 
contact the Technology Service Center for assistance. 

2. Select Employee Dashboard under the Employee Resources box. 
3. Select the Taxes tab to review current selections. 
4. To change federal selections, click W-4 Employee’s Withholding Allowance Certificate. 
5. At the bottom of the page, click Update. 
6. Make necessary changes and certify at the bottom of the page. 
7. To change state selections, go to ucmo.edu and under Offices, select Payroll Services. 
8. Sign in under the Faculty & Staff link with your 700# and password. 
9. Under Payroll Forms select Missouri W-4. Fill out the form and return it to payroll@ucmo.edu or 

the Payroll office in ADM 316. 

If you are an international employee in one of the following categories, you must contact Payroll on or 
before your first day of employment to schedule an appointment to discuss taxes and complete tax 
paperwork


