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- & Quick Reference Guide

Adding a Direct Deposit

1.

Click the Payroll tile on the Employee
Self Service home page.

. Click the Direct Deposit link on the

Actions panel

. Click the Add Account button
. Enter information on the Direct Deposit

Details page:

v"Routing Number

v Account Number

v Retype Account Number
v Account Type

. Click the Submit button
. Click the OK button on the Confirm

Submit page

¥ Employee Self Service

Pay Checks

= W-4 Tax Informatio|

< My Homepage Direct Deposit
@ DE4 State Tax Infor David Smith

]
®

[% Voluntary Deductior

EQ - .
BB Advance Pay SRbavChztle Direct Deposit

'5 Direct Deposit
‘You have not added am&:t deposit account information.

Add Account

== W-4 Tax Information

[54 DE4 State Tax Information

% Volunta Direct Deposit Details

David Smith
II Advance

b

2 i i
¢ Pay Checks Direct Deposit

'5 Direct Deposit Your Bank Information 1

= W-4 Tax Information

[5f DE4 State Tax Information
[%% Voluntary Deductions

B3 Advance Pay

< Direct Deposit Details Confirm Submit

ER Pay Checks Direct Deposit

4 Direct Deposit E
! 6

= W-4 Tax Information

[f DE4 State Tax Information °

F% Voluntary Deductions

The Submit was successful. Due to timing, your change may not be reflected on the next paycheck.




