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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.  

 

 
 

B. Bank auto generated Direct Deposit Form 
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Examples of Not Acceptable Bank Information  
 
A. Non-Auto Generated Direct Deposit/Automatic Payment Set Up (unless signed and dated by a bank 

employee ) 

 
 
B. Bank Statement 
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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. Log in to Self Service using your username and password. 

 
 

 
2. Click Direct Deposit Information. 
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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. Timekeeper will 
then contact payroll to add the bank to the list. 

 

 

2. Check the Prenote Required check box. 
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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. 

 
a. Click the Upload button to upload a Voided Check or Document from the Bank. 
b. Click Choose File and navigate to your file. 
c. Click Open after selecting your file. 
d. Click OK. 
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4. Information that your file was uploaded successfully will display. Click OK. 
Once changed, the banking information will turn blue. 

 
 

 
5. Click Save. 
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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. 
 
 

 
 
 
 

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). 
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Your account changes are now submitted and being reviewed for approval. 
 
 
Paycheck Deposited in More Than One Account 

 
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). 
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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. 

 
 

 
 
 

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). 
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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). 
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Picture A 
 

 
Picture B 
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4. Click Save. 
 

 
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 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. 
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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). 

 

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

 

 
 

Update Only the Amount 
1. Enter the new amount. 
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2. Click Save. 

 

 
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 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. 



How to Change Direct Deposit Information 

Created by Finance and MCITS; updated 091924 16 

 

 

 

 
 
 
 
 
 
 
 

3. 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 
(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). 

 
 

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

 
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. 
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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 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. 

 
 
 

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). 

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

 
 
 

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 dashes or 
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). 



How to Change Direct Deposit Information 

Created by Finance and MCITS; updated 091924 21 

 

 

 

 
 
 
 
 
 
 
 
 
 

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). 
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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). 
 

 
 
 
 
 

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). 
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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. 
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