
1 
 

Agent & Agency Direct Deposit Guide 
 

Welcome to the Agent & Agency Direct Deposit Guide.  

 

The direct deposit system is available to Agents and Agencies that are paid directly by the Health Plan. 
Agents that are paid by their upline Agency are not eligible to enroll in Direct Deposit with the Health 
Plan. If you would like to set up Direct Deposit with your upline, please contact your upline support for 
assistance.  

 

This document will provide an overview of how to  sign up for the service/create an account, edit your 
banking information/submit new banking information for processing and basic troubleshooting 
information.  

 

Account Setup and Log In 
 
The Direct Deposit website is:  https://uhsbrokerselfservice.uhsinc.com  

Access the website on a computer or laptop browser, not on a mobile device or tablet.  

 

When you first access the Direct Deposit site, you will see the Log In page. 

  If you have not already created an account, you will need to register. 

• Click the,” New User?  Register an Account” link found under the Log In button to create an 

account. 
• On the Registration screen, provide your First Name, Last Name, Email Address, and create a 

password.  
 
IMPORTANT TIPS: The email you use for registration must match the email you used for credentialing. 
If you would like to use a different email for the Direct Deposit system, please contact your local Sales 
Support Team or email: PHPMASalesGeneralMailbox@uhsinc.com.  
 

Password Requirements 

Passwords must: 

• Be a minimum of 10 characters 

• Not contain or be similar to any part of your username 

• Not contain your First Name and Last Name 

• Have at least 1 Upper Case letter, 1 Lower Case letter, 1 Number, and 1 Special 
Character (e.g. !,@,$) 

• Not contain the following symbols: ” <,>,^,{,},`” 

• Be changed every 90 Days 

• You may not reuse any of your previous 5 passwords (if changing your password) 

 
Once you have entered your Email and created your Password, click “Register”. You will receive a 
confirmation email with a link to confirm your account. Check your email to find and click the link in 
the message to complete registration. If the email goes to your junk folder, please be sure to allow 
the message to be received in the future and whitelist the email address 
UHSCORPACHSupport@uhsinc.com.  

https://uhsbrokerselfservice.uhsinc.com/
mailto:PHPMASalesGeneralMailbox@uhsinc.com
mailto:UHSCORPACHSupport@uhsinc.com
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After selecting the ‘Click here to complete registration’ button, the link will take you to the Account 
Confirmation page. Your account set up has now been completed. Click the link to log in to proceed. You 
will be taken back to the Log In page. Enter your Username and Password and click on “Log In”. 

 

 

Forgot Password 
 

• You must sign in every time you access this site.  If you do not remember your password and it is 
not saved in your browser, go to the Log In page as you normally would and locate the Click the 
“Reset Password” link.  

• Enter your email on the Forgot Password page and click on “Email Link”. You will receive an email 
to reset your password. 

 

 
 

• Click the link in your email to go to the Reset Password page.  Enter your Email Address and your 
new password and type your new password again to confirm.  (For password Requirements, see the 
“Password Requirements” section) 

 

What to Do If You Are Locked Out 
• After 3 unsuccessful log-in attempts, your account will be locked out. An example of this message 

is below.  

 

 
 

•  Your account will remain locked out, and you will need to contact UHS Corporate AP to have your 
account unlocked. UHS Corporate AP can be reached at: UHSCORPACHSupport@uhsinc.com  

• Once your account has been unlocked you can log in again or reset your password if you have 
forgotten it. 
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Entering Direct Deposit Information 
     

Go to the Direct Deposit site, enter your Email and Password and log in. 

You will be taken to your ‘Home’ screen 

 

 
You will need to provide the following information: 

 

• Your Vendor ID (UHS ID). If you do not have your UHS ID, please reference your 
most recent paper check, or reach out to PHPCommissions@uhsinc.com or 
your local MA Sales Support Team.  

• Your TIN/SSN number 

• A scanned picture of a voided check. Please have the scanned check saved as a 
PDF to your desktop.  

 
Click “Begin” to go to the Direct Deposit Request Form. 

 

•  Complete the Vendor Name field and fill in the Vendor ID number.  

• Another option to find UHS ID: Hover your mouse over the ‘?” icon for help on where to find 
your Vendor ID on past check stubs: 

 
 

Enter the last 4 digits of your SSN/TIN and click Continue.   

Make sure you have the correct combination of Vendor ID and SSN/TIN Number.  

If you do not enter valid matching values, your account will be locked out after 3 attempts. 

mailto:PHPCommissions@uhsinc.com
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Click “Continue” to go to the next screen to enter your Bank Account Information.  

On the direct deposit page enter your: 

• Routing Number 

• Account Number 

Then, attach a voided check and certify the information.  

 

Hover your cursor over the"?" icon for help with locating each number: 

 

 
 
 

 
Finally, click “Browse” to upload a scanned image of a canceled check. 
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Confirm the correct combination of Vendor ID and SSN/TIN are correct. If these do not match your 
account will be locked out after 3 submission attempts. If this happens you will need to contact 
Corporate AP to unlock your account (see “What to Do If Your Account Is Locked Out” on page 2). 
 

Click the box to certify all information is correct and click Submit. You will see a confirmation screen and 
a Confirmation Number with more information about your request. 
 

 
 

Your Direct Deposit request is now complete. Click “Logout” to finish your session and log out of the 
site.   

You will receive an approval conformation email within 5-7 business days. 

 
If you have any questions on your request, please contact  UHSCORPACHSupport@uhsinc.com with the 
Confirmation Number from this screen. 
 

 
Payment Information 
 

 

If you would like to see invoice details, click on the + symbol or click on check number below to view invoice 
details. There is an option to export to excel. 
 

 

mailto:UHSCORPACHSupport@uhsinc.com

