
Direct Deposit Enrollment Instructions 

 
3. Follow the security prompts to get the access code.  
4. From the left-side menu, click on My Payroll Information and select My Direct Deposit:  

 
5. Complete the information required.  
 
Beginning Check Date: If you are new hire, submitting this for the 
first time, please select the earliest date available on the drop-down 
list. If you are an existing employee making a change, please select 
the pay date you want this change effective.  
 
Ending Check Date: 
Leave this [OPEN], 
unless you want to 
end your current 
direct deposit and 
receive a check.  
 
Routing & Account 
Number: Make sure 
to enter them exactly 
as they appear on 
your checks or 
banking documents.  
 


