How to Change Direct Deposit Information

Access Direct Deposit Information

These instructions will guide you how to make changes to where your pay is deposited.
Have ready to upload Acceptable Bank Information

Examples of Acceptable Bank Information

A. A check with the word voided on it.

Jane Doe 790
123 Main St
Anywhere US 10111

PAY TO THE $| |
ORDER OF

C1D

e niLg3aLs5E7aH10 000D &L 239 0780

Date ]

Your Bank
456 Main 5t
Arywhare US 1

MEMO

B. Bank auto generated Direct Deposit Form

Direct Deposit / Automatic Payment
Set-up Guide

Take advantage of a fast, convenlent and secure way to manage receiving regular deposiis to,
from your agcount.

Key benefits of direct deposit:

Direct deposit is a service that automatically deposits qualitying recurring income* into any Walls Fargo ¢
choose.

Convenbent - Your money is deposited automatically for you, even when you are on vacation or ton busy
Your check is deposited electronically into your Wells Fargo account,

Fast- You have immediate access to your money on the day of deposit,

Safe - Never womry about checks getting lost, delayed or stolen.

Build savings automatically - You can watch your savings grow by directing at least part of your pay to
*income yow recaive from your ampoyer, Social Security, pension and retiremant plang, the Armad Forces, VA Benafits and
gualify for direct deposit

Key benefits of automatic payments:

Never worry about missing a payment or possible late lees. Note that you can also make recurring payme
with Bill Pay.

Depending on how you obLained this quide, some of the below information may be pre-ilked for you. i poL view your
account documents provided at accoun! opening for yowr account number. You can also log in to Wells hll]{'l Ginking
[1-800-869-2557) o the comect Rouling/ Transl Number, Please note that Wells Fargo cannsl provide your sccount

J Three easy steps to set up Federal direct deposit en!

Step 1. Gather and review account information

Key information about you and your Wells Fargo account that will allow transactions with third parties to

Customer Kame Routing Number(RTH): Account Namier:

Jane Doe 1234567 | 1234321123
Step 2. Contact your employer or payor/payee
Tha tabie below cas help you identify the correct contact for different types of direct deposite. Your employer ar payor|
they provide and/or request a voided check 1o process your direct deposit request.

Contact your payee {or any additional required informatian to process your automatic payment.
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How to Change Direct Deposit Information

Examples of Not Acceptable Bank Information

A. Non-Auto Generated Direct Deposit/Automatic Payment Set Up (unless signed and dated by a bank
employee )

Direct Deposit/Automatic Payments Set-up Guide

Infermation te help you arrange automatic deposits or payments to/from third parties

Take advantage of the fast, convenient, and secure way to manage regular deposits to, or making regular payments on your
account.

Key benefits of direct deposit:
Direct aapasit is @ service that suramaticaly deposits quaifying recuing incame® inta any WIS Fargo thecking or S34ngs SCCOUNT you Coase
- Convenient — ¥our Money i Gepasited ITCD YOuT 2CCAUNT £4EN WREN YOU 2re O Vacation or tog Cusy to get 1o the Dank.
« Fast—Vou have immadiste access 1o your money on the day of depast
Sate — Vol naver hive to worry Sbout Cecks getting ost, deleyed er stolen.
- B 52ViNgS AUTCMATCaly — ¥Ou CaN WALCN YOUT S2ngs Grow by directing 2t ieast Dart of YOur [y T 3 svings account
Soms axampls would ncide icams jo e fra your amployr, Sacla Scurty, pansin and atramant i e A Forces V3 Banafts, and
annatty o dvidend paymants may il guily for Divect Dap
Key benefits of automatic payments:
Nevar wormy sbaut missng  payment o possiole Iste fees or other conssquences o will nsad 10 nave the raguired svailasle funds n your sccourt
21 the time of the payment. ot that you can alsa Make recurTing payments By signing on to Wells Fargo Online® Sanking wizh Sill Pay

Step 1. Gather and review account information
Kay informatian about you and your Wells Farga account that will 1ow transactions with third parties t occur:

2} Veurname

2} ROWting Transit Numger {9 igis)

SAMPLE CHECK ~ ot

3} ACCOUNE NUMDE IMiarimum 25 digits, include any lzading zeras,
G0 nat include check number

12) Type of ACCOUR (cneck one) [ Cnecking [ Savings

‘Dapanding on how yau btainad this Quida, 50Ma aF & Gbowainformatian may ba pra-fild
TR YOI A0, J01 G STGET, i€ad Cacks fed logram above) o ocEouTe
GDCUMNts proukIRd Gt ocCount opanig. You can aisa 53 oo Wt Frgo Onng o cortact s Routing Account | Check
umBer. Please nate Humber Number Number

at Ls the cor
at Wik Fargo mrmfpwwmrmmnumn ouvar teprione.

Step 2. Contact your employer or payor/payee

“Th tadle below can help ou idemtity the comect contact for difterent types of irect eposits. our smplcyer or payor may need you to complete 3 form
they provide and/ar recuest a voided check to Brocess your direct depasis request.

Direct deposit Information

Far the fallowing types af direct depasit, centact your empioyer ar cther payor directly with the nformation on this form:

- Salary [ Wages

«Penson

- Divicena / Investment Home

Faor rect 02D0sit inTormETan or OT1er Federal Agency Benefits, contact the agency directly ar call Go Direct 21 1-800-333-1795 10 02tain the telepnang
AumBer of many Tederal agences:

Types of direct Seposit existing and new enroimant

P o changs the bank e snrolment 7o range o pape:checs
ETenty racsng BEpasts BacTonEa electranic G2posits)
- Social Security (SSAI [ S——— T 'm"’mf:c”r_"'s‘ W«gmmu'g

. Supplemental Security Income (SS1) Call 1-800-772-1213 (1-800-325-0778 TTY) Visit your e o gedrectorg
TR b 5 st e

« Railrcad Retirement Call 1-8° -5772 (1-312-781-4701 TT¥)
il Senvice RetirEmEnt P P ——
(Dffice of Bersonnel Management) Call 1-888-767-6738 (1-800-878-5707 TT¥) 2791
vetrans compenstionanapenson P ———— L L L G

Step 3. Monitor your Account
Notathat tmay take Smefar the third party to process j transaction
7 Callus at 15 (3

‘©ice Usz ONly: ATN: {IOCADDALCOUNR AT CHKT] ACCOUNT RUMDEr {GCADD:ALIOUNT RTN CHIR]

=202 Wiels Fargo 3ank, N.A. Member FDC.
CNS3518 (5/1120241 Page1orl

B. Bank Statement

CHASE ©

o oh Bark, RA January 23, 2019 through February 21, 2019
organ Chase Bank, N.. .

P O Box 182051 Aceount Numbar:

Columbus, OH 43218-2051

CUSTOMER SERVICE INFORMATION

Web site: Chase.com
Service Center: 1-800-935-8935
00004884 DRE 601 211 05319 NNNNNNNNNNN 1 000000000 14 0000 Deaf and Hard of Hearing:  1-800-242-7383
PALOMING Para Espanol: 1-877-312-4273
PALOMING International Calls: 1-713-262-1679
PALOMINO
W LEWIS AVE
PHOENIX AZ 85035-1340
CHECKING SUMMARY ! Chase Total Checking
AMOUNT
Beginning Balance $11.96
Deposits and Additions 620.00
ATM & Debit Card Withdrawals -25.66
Electronic Withdrawals -616.21
Other Withdrawals -4.00
Fees -46.00
nding Balance -$59.91
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How to Change Direct Deposit Information

NOTE: When entering a save effective date, the date must always be today’s date in the format
mmddyyyy with no slashes or dashes.

1. Login to Self Service using your username and password.

WELCOME TO MONMOUTH COUNTY SELF SERVICE

Username:

Password:

Domain: |COUNTY

Forgot Passwerd?

2. Click Direct Deposit Information.

T U e woou
@ County of Monmow..  f§- NG-MCN) - Perzons.. & My SiteGround Acc.. 1] Personality | Employ... Q0 CiscoWebex Meeti.. @ htps//mepgovco...  f) WikiMain - TestMCN) - Person... () NEOGOV - nsight . & FootPrints @ Welcome ] Excel VIOOKUP fun..  § Foot®rints
Joanne Lewandowski ERTTrr g

search ... v @® €

PERSONAL INFORMATION

»Personal Profile

% MESSAGE BOARD

Title (Click for message)

No data fo display
PERSONAL ASSISTANT

- mew

> Assignments

»Emergency Contact Information »Calendar Events

»Direct Deposit Information <+

2 PAY INFORMATION

»Banking Information »Self Service and FAQ Documentation »NJ CS Promotional Job Announcements

Created by Finance and MCITS; updated 091924

>Tax Filing Information
+Pay Line History
> View Earning Statement
» Deposit Stub Report
My W-2 Consent
[ ATTENDANCE
>leave Balances
[ BENEFITS
> Current Benefit Enroliments
BENEFIT PROVIDER LINKS

+Deferred Comp - Nationwide
> Horizon Medical & Dental
»IAA Medical

»Colonial Life Products

2 MY EMPLOYEE FORMS & MEMOS
>HR Forms
»Paycheck and Payroll Forms

~Transaction History
>Pay History

> View W2 Information
+Time Punches

W2 Form

»Leave History

+ Express Scripts
> Horizon Vision
+Pension - State of NJ
»Self Care Connect EAP

»Benefit Forms.
»Pension/Retirement Forms

+Closing & Delayed Opening Nofification

»Wellness Program Registration
»Employee Guide

POLICY ACKNOWLEDGEMENTS

Assigned For Status
No data fo display

Policy Acknowledgements Assigned

TRAINING

»Monmouth County Cyber Security Training

{2 SUPERVISOR TRAINING

Assigned For Status
No data fo display

+Sign Up for Benefit Nofifications
> Refirement Seminars
+HR Training Opportunities

Description (click fo view detail)

Descripfion (click to view detail)



How to Change Direct Deposit Information

Update Banking Information

Update the existing bank information to new bank information (account type, bank transit, bank account
number). Only update the existing information - do not delete the current banking information and add new

banking information.

1. If the deposit is going to a different bank, then select the new bank

from the drop down list for Bank

Routing. If the bank does not appear in the drop down list, contact your timekeeper. Timekeeperwill

then contact payroll to add the bank to the list.

THODS

Click Reset to view the
list of banks or start
typing bank routing
number in search box

ACCOUNTS ALLOWED
SEARCH FOR: Bank Routing No.

X

Douglas Bunton

€ &

WEPPM

viSearch
R l:l
Search
lankNl:uIilg Bank Bronch + Account Type: Checking v @
011000028 T.RowePrice T.RowePrice, 011000028 mbarik Roufing Nog 091200437 n
011000138  |Bank of America Three Bank of America Three, 0110001 =Bank Account: | 009472965610111
011001276 |One United One United, 011001276 Bank Name: Bank of America
011075150 Santander Santander, 011075150 | = State:
011304478  |The Edgartown National Bank2 The Edgartown National Bank2, | :::::;::: ime Deposit:
g
011305684 |The Edgartown National Bank The Edgartown National Bank, O glick OK | ROsi:
PSPV TN Erar . p.ccount Info: @

2. Check the Prenote Required check box.

enote Required: O

Linda Greco

o8B &

WEPPM

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED
Method
Pay by Deposit v

Priority
100

Pay Remaining

v

999 | Pay By Check

= Account Type

+Bank Routing No.:
=Bank Account:
Bank Name:

! Checking ~
022000046
23432424
M&T BANK

State:

Prime Deposit:
Upload a Voided Check or Document from Bank w/Account Info:

]
&)

Prenote Require —
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How to Change Direct Deposit Information

3. Upload a voided check or document from the bank (the document cannot be handwritten or typed by
yourself). The document type must be a pdf, jpg, or jpeg. If no document is uploaded, the request will be
returned to the employee via the timekeeper.

Click the Upload button to upload a Voided Check or Document from the Bank.
Click Choose File and navigate to your file.

Click Open after selecting your file.

Click OK.

a0 o e

x | [ Security - NG.MGR Reports - X | @ HL- Personality x | L Case Detail x |+ — [m] X

* 90

= @ @
-~ PO e  [Wiki: Main 3 Test-MCNJ - Person...  [J NEOGOV - insight -.. ~ $ FootPrints @ Welcome [ Excel VLOOKUP fun..  § FootPrints »
Adobe Acrobat Linda Greco
Adobe Acrobat
A A 1
Adobe Acrobat f) B
Adobe Acrobat
Adabe Acrobat WEEEM
Adobe Acrobat
File
Adobe Acrobat

Adobe Acrohat

NS > PEMSIONREPORTS_[ROC » 2024 » 302024 v O Search 30 2024 »r

[#] 202403 PE_IROC_Employees On_State N.. 9
[#) 202403_PS_IROC_Employees_in_EP_not...
[ 202403_PR_IROC_Employees_in_EP_not_.
202403 PH_IROC_Employees_in_EP_not
202403 _PF_IROC_Employees_in_EP_not_..
[ 202403_PE_IROC_Employees_in_EP_not..
[ pROIFCTIONS (2)
[£) PERS Retro Vouchers E Colon.pdf
75 Vouchers W Vaughn p
PERS Retro Vouchers D Ross.pdf
[#] PERS Retro Vouchers V Loverchio.pdf
) [ PERS Retro Vouchers N Kimball.pdf
[2] PERS Retro Vouchers D Kessler,pdf

Adobe Acrobat
€ pdobe Acrobat MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

Adobe Acrobat n

Adobe Acrobat

PERS Retro Vouchers 5 Heslin,pdf Adabe Acrobat Priority Method Amount Pay Remaining
PERS Retro Vouchers S Gillland.pdf Adobe Acrobat 100 . o — 5 ! = 9
v < >
999 |Pay By Check -
pf % ‘ Al Files (.7) v

e Fn from Bank w/Account Info &3
Ly Choose Filer o file chosen

= Account Type: Checking +

+Bank Routing No.: | 022000044 Q

d—’ |:L~_ =Bank Account: 23432424

Bank Name: M&T BANK

State:
Prime Deposit:
Upload a Veoided Check or Document from Bank w/Account Info:
Prenote Required:

Created by Finance and MCITS; updated 091924 5



How to Change Direct Deposit Information

4. Information that your file was uploaded successfully will display. Click OK.
Once changed, the banking information will turn blue.

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

+
Priority Method Amount Pay Remaining
100 Pay by Depaosit v v
Check -
o Information
* Accountf Type: Checking v

= Bank Roufing No.: 022000046 Q
File was uploaded successfully. Please save the changes.
=*Bank Account: | 23432424
e | — Bank Name: M&TBANK
State:

Prime Deposit: O

Upload a Voided Check or Document from Bank w/Account Info:  PERS Retro Vouchers D Ross.pdf 3 3§
Prenote Required:

5. Click Save.

Linda Greco

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

Pay Remaining
Pay by Deposit v
999 |Pay By Check

+* Account Type: Checking v
= Bank Routing No.: 022000046 Q
*Bank Account: | 23432424

Bank Name: M&T BANK
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info:  PERS Retro Vouchers D Ross.pdf (G 3¢
Prenote Required:

Created by Finance and MCITS; updated 091924



How to Change Direct Deposit Information

a The Date Sensitive Change box displays.

b. Enter the Effective as of date as today’s date in the format mmddyyyy (do not use any dashes
or slashes in the date) or select today’s date from the calendar.

c. Change Reason is optional and can be left blank.
If entered, some options are Update or Bank/Acct Chg.

d Check the entered information for accuracy. At this point, you can still Cancel Changes by
clicking Cancel and everything will revert back. Closing the screen prior to clicking Submit
Changes will also cancel all changes.

e Click OK.

llene Cohen

METHODS

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

Date Sensitive Change

If this change is to take effect on a sp| Date is today's date inthe  |and Reason then click 'OK
format mmddyyyy (no i
dashesislashes) or select
: the date from the calendar
= Effective as of: [09302024 f .
oynt Type: Checking
Change Reason: Q "
outing No.: 031201360
If this is & corred] If changes are eason as is and click 'OK' k Account: 2342334234
correct, click OK bk Name: 10 Bank
it have If there is an error, 3 2
yOURAVEMaq glick Cancel | e
e|Deposit: O
icqunt Info: Horizon rates coverages 2024.pdf (G 3¢
£ Required:

6. Click Submit Changes. Once you click OK, no changes can be made until the request is processed by
Payroll. If there are errors, click Cancel. If you do not click Cancel and there is an error or you forgot to
upload a file, contact your timekeeper or wait until the changes were made and then enter the correct
information (changes will be made typically within 1 business day, unless processing payroll).

Created by Finance and MCITS; updated 091924 7



How to Change Direct Deposit Information

MY PAYMENT METHODS

Any field smphasized as bumnt orange is currently being reviewed for opproval

PLEASE SUBMIT YOUR CHANGES ONCE COMPLETED

MY PAYMENT METHODS e

PAYMENT METHOD
TIME FRAME

28-S6p-2024
27-Sep-2024
18-Feb-2016
01-Jan-0001

n Personnel Action 119575,

Submit Changes
PLEASE VERIFY YOUR CHANGES

PA (Request) #: 119875

Takes Effect: 27-Sep-2024

Old value New Value
PERS Refro ... | Verified
23432424 Verified

Yes Verified

Status

If changes are correct,
click OK, otherwise
click Cancel

1323423456

* Account Type:
*Bank Routing No.:
#Bank Account:
Bank Name:

State:

Prime Deposit:
Upload a Voided Check or Document from Bank w/Account Info:
Prenote Required:

Your account changes are now submitted and being reviewed for approval.

Paycheck Deposited in More Than One Account

Linda Greco

Pay _Ilemu'yl'ng
v

Checking v

022000046 Q
23432424

M&T BANK

O
PERS Refro Vouchers D Ross.pdf (3 3¢

Note: Paycheck amounts are processed in the order of the Priority Number from low to high. The lowest
Priority Number will be processed first, and the highest Priority Number will be processed last as long as there
are funds. The Pay Remaining box must be checked on the highest Priority Number.

Note: Each updated bank and/or bank account number requires a voided check or official bank document (we
will not accept any handwritten documentation; if the bank gives handwritten documentation, it will need to be
signed by a bank employee). All documentation must be in one file and must be a pdf, jpg, or jpeg format (if
bank and/or bank account number are being changed for more than one account, the documentation for all
accounts must be in the same file to upload).

Created by Finance and MCITS; updated 091924



How to Change Direct Deposit Information

Adding a Bank Account to Receive a Set Amount/Partial Deposit from Paycheck

1. Click the green plus sign (). A new row will display with a default Priority number. The default Priority
number will be greater than the existing Priority number.

oBR&

WEPPM

A new line will appear. If the new
bank account is not the account
which will recieve the remaining
pay, change the Priority to a
number less than the highest
Priority number listed

OUNTS ALLOWED

;I'uy Ile_m(in'ng_

100 |Pay by Deposit

|-.l[m o oy 0cpost « I = ]

Pay By Check

* Account Type: | Checking v
* Bank Routing No.: Q

+*Bank Account:
Bank Name:
State:

Prime Deposit: O

Upload a Veoided Check or Document from Bank w/Account Info: @
Prenote Required: O

2. If the new bank account will be receiving a set amount/partial deposit from the paycheck (account is not
going to receive the remaining funds), you must change the generated Priority Number to a number less
than the Priority Number of the pay remaining bank account (i.e. if the bank account that will receive the
remaining funds has a Priority Number of 500 and the new bank account will receive a set deposit amount,
then the Priority Number should be less than 500).

Change the Priority Number as noted above, enter the Amount, Banking Information, check the Prenote

Box, and upload verification document. Click Save (effective date is today’s date in the format
mmddyyyy with no dashes or slashes).

Created by Finance and MCITS; updated 091924 9



How to Change Direct Deposit Information

oB S

WEPPM

The original (generated)
Priority Number is changed
to a number less than the
account receiving the

remaining pay. COUNTS ALLOWED

Amount ~ Pay Remaining

100 | Pay by Deposit

— RN 0 IIPay by Deposit v .i 150.00 | =]

999 |Pay By Check

* Account Type: |Checking v
+ Bank Routing No.: 011000138 Q
—_— =Bank Account: | 234324324
Bank Name: Bank of America Three
State:
Prime Deposit: O

Upload a Veoided Check or Document from Bank w/Account Info:  PERS Retro Vouchers E Colon.pdf &3 3§

Prenote Required:

3. If adding a second bank account to receive a partial payment, click the green plus sign (+) to add another
account. The Priority Number will be higher than the highest priority number. Change the Priority
Number to a number less than the Priority Number for the account receiving the pay remaining. Since the
Priority Number determines the order of payment, if this bank account should receive the partial deposit
first, the Priority Number should be lowest of all the Priority Numbers (picture A), otherwise the Priority
Number should be between the 2 existing Priority Numbers (picture B).

Change the Priority Number, enter the amount and Banking Information. Click Save (effective date is
today’s date in the format mmddyyyy with no dashes or slashes).

Created by Finance and MCITS; updated 091924 10



How to Change Direct Deposit Information

Picture A

Adding a 2nd account for
a partial deposit. This
account will receive the
first partial deposit -
account has the lowest
Priority Number

KS ACCOUNTS ALLOWED
P

100 | Pay by Deposit

50 Pay by Deposit 150.00

L e—

Enter banking
information

— N > §Poy by Deposit v [ 200.00

* Account Type

* Bank Routing No.:
= Bank Account:
—_— Bank Name:
State:

Prime Depaosit:

Upload a Voided Check or Document from Bank w/Account Info:

Prenote Required:

:|Checking v

011400071 Q
34523423424

TD Bank 3

O
(&)

Picture B

Linda Greco m

Adding a 2nd account for a partial
deposit. This t should ive the
partial deposit after the existing account
that receives a partial derposit. The
account should have a Priority Number
bety 1 the 2 existing Priority Numb

COUNTS ALLOWED

Pay

50 |Pay by Deposit 150.00
100 | Pay by Deposit

WEPPM

Repminins

Add Banking
Information

P I]Ichy by Deposit v .. 200.00
= Account Type: Checking v
= Bank Routing No.: 011400071 Q
= Bank Account: 34523423424
—_— Bank Name: TD Bank 3

State:
Prime Deposit: O

Prenote Required:

Upload a Voided Check or Document from Bank w/Account Info: @

Created by Finance and MCITS; updated 091924
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How to Change Direct Deposit Information

4. Click Save.

D EE

WEPPM

[

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

Pay by Deposit v

999 |Pay By Check

+ Account Type:
*Bank Routing No.:
+ Bank Account:
Bank Name:

State:

Prime Deposit:
Upload a Voided Check or Document from Bank w/Account Info:

Prenote Required:

Pay Remaining
~

Checking +

022000044 Q
23432424

MET BANK

a
PERS Retro Vouchers D Ross.pdf 3 $¢

a. The Date Sensitive Change box displays.

b. Enter the Effective as of date as today’s date in the format mmddyyyy (do not use anyslashes

in the date) or select today’s date from the calendar.

c. Change Reason is optional and can be left blank.
If entered, some options are Update or Bank/Acct Chg.

d. Check the entered information for accuracy. At this point, you can still Cancel Changes by
clicking Cancel and everything will revert back. Closing the screen prior to clicking Submit

Changes will also cancel all changes.
e. Click OK.

Created by Finance and MCITS; updated 091924
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How to Change Direct Deposit Information

llene Cohen

oBRe

WEPPM

METHODS

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

ﬂ Verify

Date Sensitive Change >unt Pay Remaining changes
If this change is to take effect on a sp| Date is today's date inthe | Reason then click 'OK' t4

format mmddyyyy (no 1

dashesislashes) or select

> the date from the calendar
= Effective as of: |09302024 B
oynt Type: Checking v

Change Reason: Q

o]

fing No.: 031201360
ccount: 2342334234

If changes are
correct, click OK

If this is a correc eason as is and click 'OK’ k A

If you have mad Eli‘::rgai::eln orol; _}U i NSOT(:,;E: 1D.Eqnk
he|Deposit: O
cqunt Info: Horizon rates coverages 2024.pdf [ 3¢
e Required:

5. Click Submit Changes after all updates have been made. Once you click OK, no changes can be made
until the request is processed by Payroll. If there are errors, click Cancel. If you do not click Cancel and
there is an error or you forgot to upload a file, contact your timekeeper or wait until the changes were made

and then enter the correct information (changes will be made typically within 1 business day, except when
processing pay).

¢
f‘ ]

WEPPA

MY PAYMENT METHODS

Any field emphasized as bumi orange is currently being reviewed for opproval in Personnel Action 115875,

PLEASE SUBMIT YOUR CHANGES ONCE COMPLETED

MY PAYMENT METHODS e

PAYMENT METHOD submit Changes
PLEASE VERIFY YOUR CHANGES
TIME FRAME

PA (Request) #: 119875

Takes Effect: 27-Sep-2024

28-8ep-2024
L old Val New Val statu =
27-Sep-2024 If changes are correct, e ale e - = Amount _Pay Remaining
18-Feb-2016 click OK, otherwise PERS Refro ... |Verified T =
01-Jan-0001 click Cancel 1323423456 23432424 Verified

Yes Verified -

* Account Type: |Checking v
022000046
23432424

ME&T BANK

*Bank Routing No.:

=Bank Account:

Bank Name:

State:

Prime Deposit:

Upload a Voided Check or Document from Bank w/Account Info:

a
PERS Retro Vouchers D Ross.pdf @ 3¢

Prencte Required:

Your account changes are now submitted and being reviewed for approval.

Created by Finance and MCITS; updated 091924



How to Change Direct Deposit Information

Update When Paycheck Deposited in More Than One Account

Click on the bank account(s) to be updated. If making changes to multiple accounts, click on the account,
make the change, click save, then click on the next account to be updated.

Linda Greco m

Click the row for the
account to be

changed JOUNTS ALLOWED
[+
. . : Pay Remaining
—_— Pay by Deposit v
—_— 500 (Pay by Deposit v

> | 999 |Pay By Check

= Account Type: Checking v
=Bank Routing No.: 011400071 Q
=Bank Account: | 34523423424
Bank Name: 1D Bank 3
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info: @

Prencte Required: O

Update Only the Amount

1. Enter the new amount.

Update the
amount

Pay by Deposit v
500 | Pay by Deposit v
999 |Pay By Check

= Account Type: |Checking v
= Bank Routing No.: | 011400071 Q
+Bank Account: | 34523423424
Bank Name: TD Bank 3
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info: @
Prenote Required: O

Created by Finance and MCITS; updated 091924 14



How to Change Direct Deposit Information

2. Click Save.

Pay Remaining

Pay by Deposit v v
999 |Pay By Check

= Account Type: Checking v
= Bank Rouling No.: | 022000046 Q

+ Bank Account: | 23432424

Bank Name: M&TBANK
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info:  PERS Retro Vouchers D Ross.pdf (3 3¢

Prenote Required:

a. The Date Sensitive Change box displays.

b. Enter the Effective as of date as today’s date in the format mmddyyyy (do not use anyslashes
in the date) or select today’s date from the calendar.

c. Change Reason is optional and can be left blank.
If entered, some options are Update or Bank/Acct Chg.

d. Check the entered information for accuracy. At this point, you can still Cancel Changes by
clicking Cancel and everything will revert back. Closing the screen prior to clicking Submit
Changes will also cancel all changes.

e. Click OK.

Created by Finance and MCITS; updated 091924 15



How to Change Direct Deposit Information

llene Cohen
oR&

WEPPM

METHODS

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

n Verify

Date Sensitive Change >unt 'Pay Remaining changes
If this change is to take effect on a sp| Date is today's date inthe | Reason then click 'OK' t4
format mmddyyyy (no 1

dashesislashes) or select
= the date from the calendar
= Effective as of: [09302024 L

Q

nt Type: Checking v

Change Reason: Q )
oufing No.: 031201360 Q
If this is a correc| If changes are eason as is and click 'OK’ k Account: 2342334234
canech CicioK onk Name: TD Bank
I h If there is an error, 2
you have ma( i — —
he|Deposit: O

cqunt Info: Horizon rates coverages 2024.pdf [ 3¢
e Required:

3. Ifyou need to update another account, either amount or banking information, follow the instructions
above for each account that needs a change. Click Save after each account has been completely updated
(effective date must be in format mmddyyyy with no dashes or slashes).

4. Click Submit Changes after all updates have been made. Once you click OK, no changes can be made
until the request is processed by Payroll. If there are errors, click Cancel. If you do not click Cancel and
there is an error or you forgot to upload a file, contact your timekeeper or wait until the changes were
made and then enter the correct information (changes will be made typically within 1 business day).

€ B

MY PAYMENT METHODS WEPPM

Verify
Any field emphasized as burni orange is currenfly being reviewsd for approval in Personnel Acfion 119883 changes

PLEASE SUBMIT YOUR CHANGES ONCE COMPLETED

Submit Changes
MY PAYMENT METHODS PLEASE VERIFY YOUR CHANGES b

PAYMENT METHOD PA (Request) #: 119883 Takes Effect: 30-Sep-2024
TIME FRAME | OldVvalue  New Value | IALLOWED
Effective as ... | 10-Jul-2024
d0.3ep 2024 Account Ty... 02-Checking | Verified
10 1942024 Amount § 33.000000 Verified
Ot Bagk Acco... 2342334324 Verified
el If changes are ocat... santander, ... Verified
giﬂigii correct, click OK, pe 03-Pay by D... Verfﬁed
T g‘:‘:‘!:‘l"“ click nt Rule: 43393 Ver\.f.\ed
P Jeaue... 300 Verified = Account Type: Checking v
01-Jan-0001 *Bank Routing No.: 011075150 Q
—l - OX | Cancel | »Bank Account: | 2342334324
Bank Name: Santander
State:

Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info: @@
Prenote Required: O

Your account changes are now submitted and being reviewed for approval.

Created by Finance and MCITS; updated 091924 16



How to Change Direct Deposit Information

Updating the Amount and Banking Information

1. Update the Amount and Banking Information. Must check the prenote box and upload a document (see
above to update banking information). Click Save.

heresa Washingron 2
--
AR

YMENT METHODS WEPPM

PAYMENT METHODS

:NT METHOD

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED Update

amount

Pay Remaining

Pay by Deposit v

500 Pay by Deposit v

Update Banking
Information. Must check

prenote box and upload a
document

= Account Type: |Checking v
* Bank Routing No.: |011075150 Q

*Bank Account: | 22343243

Bank Name: Santander
State:
Prime Deposit: O

Upload a Voided Check or Document from Bank w/Account Info: 2024Q3 PS IROC Employees in EP not on State.pdf [ 3¢
Prenote Required:

2. If you need to update another account, either amount or banking information, follow the instructions
above for each account that needs a change. Click Save after each account has been completely updated.

Linda Greco

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

Pay Remaining
Pay by Deposit v
999 |Pay By Check

#* Account Type: Checking v
= Bank Routing No.: 022000046 Q
*Bank Account: 23432424
Bank Name: M&T BANK
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info:  PERS Retro Vouchers D Ross.pdf [@ 3¢
Prenote Required:

Created by Finance and MCITS; updated 091924 17



How to Change Direct Deposit Information

The Date Sensitive Change box displays.
Enter the Effective as of date as today’s date in the format mmddyyyy (do not use any slashes

in the date) or select today’s date from the calendar.

Change Reason is optional and can be left blank.

If entered, some options are Update or Bank/Acct Chg.

Check the entered information for accuracy. At this point, you can still Cancel Changes by

clicking Cancel and everything will revert back. Closing the screen prior to clicking Submit
Changes will also cancel all changes.

Click OK.

oBR&

WEPPM

llene Cohen

METHODS

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

[+]

Date Sensitive Change

Verify
changes

If this change is to take effect on a sp

Date is today’s date in the
format mmddyyyy (no

dashesislashes) or select
the date from the calendar

land Reason then click 'OK'

hunt \ Pay Ilemu'n'mg
4

= Effective as of

Change Reason:

If changes are
correct, click OK
If there is an error,
click Cancel

If this is a corred]

If you have ma:

Q

eason as is and click 'Ok’

o]

nt Type: |Checking

031201360

o}

fing No.:
ccount: | 2342334234

k Name: TD Bank

i ©)

State:
]
Horizon rates coverages 2024.pdf 3 3¢

Deposit:
unt Info:
e Required:

¥

3. Click Submit Changes after all updates have been made. Once you click OK, no changes can be made
until the request is processed by Payroll. If there are errors, click Cancel. If you do not click Cancel and
there is an error or you forgot to upload a file, contact your timekeeper or wait until the changes were
made and then enter the correct information (changes will be made typically within 1 business day).

MY PAYMENT METHODS WEPPM
Verify
Any field smphasized o3 burnt orange is curently being reviewed for approval in Personnel Acfion 119883 changes
PLEASE SUBMIT YOUR CHANGES ONCE COMPLETED
1 Submit Changes
Submit Changss
D A . . (2 PLEASE VERIFY YOUR CHANGES
PAYMENT METHOD PA (Request) #: 119883 Takes Effect: 30-Sep-2024
TIME FRAME
| OldValue  New Value ALLOWED
e — m Effecfive as ...| 10-Jul-2024
- e‘p- Account Ty... 02-Checking | Verified

e Amount 33000000 Verffied

057JU\72023 k Acco... 2342334324 Verified

03;13\:2023 If changes are ocati... Santander, ... | Verified

i correct, click OK, pe 03-Pay by D... | Verified

o -JU\-ZOQB g(hemfise click nf Rule 43393 Verified

ok ancel i
. que... 300 Verified * Account Type: |Checking v
01-Oct-2021
01-Jan-0001 = Bank Routing No.:| 011075150 Q
g/l OK | Concel | *Bank Account: 2342334324
Bank Name: Santander
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info: @@
Prenote Required: O
Your account changes are now submitted and being reviewed for approval.
Created by Finance and MCITS; updated 091924
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How to Change Direct Deposit Information

Update the Bank Account that Receives Remaining Pay

1. Uncheck the Pay Remaining box for the account currently receiving the remaining pay. Click Save

(effective date must be in format mmddyyyy — no dashes or slashes)

€P =

WEPPM

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

300 |Pay by Deposit

--l|ﬁ |]|Pc1y by Deposit v .. . — {—'

+ Account Type: |Checking v
* Bank Routing No.: | 011400495 Q
+ Bank Account: | 23424234
Bank Name: Fleet
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info: @

Prenote Required: O

Created by Finance and MCITS; updated 091924
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How to Change Direct Deposit Information

Adding New Bank Account to Receive Remaining Pay

2. Click the green plus sign (). A new row will display with a default Priority number. Do not change the

Priority Number.
MY PAYMENT METHODS WEPPM
MY PAYMENT METHODS
PAYMENT METHOD A new line will appear. If the new bank

account is not the account which will
recieve the remaining funds, change
the Priority NBumberto a number less
than the Priority Number for the
existing bank account.

TIME FRAME

Current Since
10-Jul-2024 i)
09-Jul-2023
05-Jul-2023
03-Jul-2023
02-Jul-2023 N
01-Jul-2023 .
01-Oct-2021
01-Jan-0001

F 3 BANKS ACCOUNTS ALLOWED

300 |Pay by Deposit
500 | Pay by Deposit

T lrooomor T = |

* Account Type: |Checking v
+*Bank Routing No.: Q

*Bank Account:
Bank Name:
State:

Prime Deposit: O

Upload a Veided Check or Document from Bank w/Account Info: @
Prenote Required: O

3. Click the Pay Remaining Box and enter the Banking information, check prenote box. Upload
documentation. Click Save (effective date must be today’s date in format mmddyyyy — no dashesor
slashes).

Changing an Existing Bank Account to Receive Remaining Pay.

1. Uncheck the Pay Remaining box for the account currently receiving the remaining pay. Click Save
(effective date must be today’s date in format mmddyyyy — no dashes or slashes)

2. Click on the account which should receive the Pay Remaining. Change the Priority Number to be
greater than the current highest Priority Number in the list of current Priority Numbers. Click the
Pay Remaining check box. Click Save (effective date must be today’s date in format mmddyyyy —no
dashes or slashes).

Created by Finance and MCITS; updated 091924 20



How to Change Direct Deposit Information

Theresa Washington

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

Priority

| Pay by

Deposit

Click on the row of the
account to be changed to
receive the Pay Remaining.
Change the Priority Number
to be greater than the current
highest Priority Number.

Pay Itemu'n'ng_

+

Upload a Voided Check or Document from Bank w/Account Info:

500 |Pay by Deposit

= Account Type:

Checking +
011075150
2323323

* Bank Routing No.:
+ Bank Account:
Bank Name: Santander
State:

Prime Deposit: O
2

Prenote Required:

3. Click Submit Changes after all updates have been made. Once you click OK, no changes can be

made until the request is processed by Payroll. If there are errors, click Cancel. If you do not click

Cancel and there is an error or you forgot to upload a file, contact your timekeeper or wait until the

changes were made and then enter the correct information (changes will be made typically within 1

business day).

MY PAYMENT METHODS

Any field emphasized os bumi orange is cumently being reviewed for approval in Personnel Action 119883,

PLEASE SUBMIT YOUR CHANGES ONCE COMPLETED

Verify
changes

B —

MY PAYMENT METHODS

Submit Changes
Submit Changes

PLEASE VERIFY YOUR CHANGES

PAYMENT METHOD PA (Request) #: 119883 Takes Effect: 30-Sep-2024
TIME FRAME
Old value New Value status IALLOWED
Effective as ... | 10-Jul-2024 30-Sep-2024 | Verified
?gJSe‘pz;QOZd - Account Ty... 02-Checking | Verified
et Amount § 33000000 | Verified Amount
09-Jul-2023 e
k Acco 2342334324  Verified 33.00
05-Jul-2023 i el e
03-Jul-2023 If changes are ocati Santander, ... | Verifie
02012003 correct, click OK, pe 03-Pay by D... | Verified
o JU" it ptherwise dick 43393 Verified
gicra e 300 Verified « Account Type:
01-Oct-2021
01-Jan-0001 *Bank Routing No.:
*Bank Account:
Bank Name:
State:

Created by Finance and MCITS; updated 091924

Prime Deposit:
Upload a Voided Check or Document from Bank w/Account Info:
Prenote Required:

b

Pay Remaining
u

v

Checking
011075150
2342334324

Santander

[m)
&}
[m]

WEPPM

21



How to Change Direct Deposit Information

Your account changes are now submitted and being reviewed for approval.

Deleting a Bank

1. Click on the account row you wish to delete. Click on the garbage can. Click Save (effective date is
today’s date in the format mmddyyyy with no dashes or slashes).

oBR&

MY PAYMENT METHODS WEPPM

MY PAYMENT METHODS

PAYMENT METHOD

TIME FRAME
MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

10-Jul-2024 [+
09-Jul-2023

05-Jul-2023 — I Pay by Deposit v

03-Jul-2023 -
500 |Pay by Deposit
02-Jul-2023 e

01-Jul-2023
01-Oct-2021
01-Jan-0001

Pay Remaining

+ Account Type: Checking v
=Bank Routing No.:| 011075150 Q

= Bank Account: | 2323323

Bank Name: Santander
State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info:  Ga

Prenote Required: O

2. Click Submit Changes after all updates have been made. Once you click OK, no changes can be
made until the request is processed by Payroll. If there are errors, click Cancel. If you do not click
Cancel and there is an error or you forgot to upload a file, contact your timekeeper or wait until the
changes were made and then enter the correct information (changes will be made typically within 1
business day).

€> B

MY PAYMENT METHODS WEPPM

Verify
Any field mphasized as bumt orange is cunently being reviewed for approval in Personnel Acfion 119883 l changes

PLEASE SUBMIT YOUR CHANGES ONCE COMPLETED

Submit Changes
Y PAYMENT METHODS [ PLEASE VERIFY YOUR CHANGES b

PAYMENT METHOD PA (Request) #: 119883 Takes Effect: 30-Sep-2024
TIME FRAME
Old value New Value Status ALLOWED
o — Effective as ... | 10-Jul-2024 30-Sep-2024 | Verified
10 J e\PZ-DQ S Account Ty... 02-Checking | Verified i
097JU\7202; Amount § 33.000000 Verified od Amount Pay Remaining
e k Acco... 2342334324 | Verified it~ 33.00 n
-Jul- - - "
03-Juk2023 If changes are ocati... Santander, ... | Verified it v
02-Juk-2023 correct, click OK, pe 03-Pay by D... | Verified
P -JU\-ZOQB g(hem:'ise dlick nt Rule 43393 Verified
_Jul- ancel s
. que... 300 Verified * Account Type: |Checking v
01-Oct-2021 _
01-Jan-0001 *Bank Routing No.: 011075150 Q
g [[ TOK]"Cance +Bank Account: 2342334324
Bank Name: Santander

State:
Prime Deposit: O
Upload a Voided Check or Document from Bank w/Account Info: @
Prenote Required: O

Created by Finance and MCITS; updated 091924 22



How to Change Direct Deposit Information

Your account changes are now submitted and being reviewed for approval.

Prime Deposit - Additional Check

An employee may receive an additional check for uniform, stipend, etc. An employee has the option to have an
additional check deposited in a specific bank account. If they check the Prime Deposit box for an account, this
account will receive the full amount of the additional check. If the Prime Deposit box is not checked, then an
additional check will be processed in the same manner as a regular paycheck.

- =
WEPPM

MAXIMUM OF 3 BANKS ACCOUNTS ALLOWED

I\ _ Pay Ilemu'n'n_g
Pay by Deposit | ]
600 | Pay by Deposit _ v

The entire amount of

an additional check : Checking v

will be deposited in

the account .1021213180 Q

highlighted.

I 44323443255

: Central Jersey Bank

—_— | Prime Deposit:

Upload a Voided Check or Document from Bank w/Account Info: @

Prenote Required: O

Created by Finance and MCITS; updated 091924 23
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