
Enter in one of your 
current numbers



You can click on the 
calendar icon to have

a pop-up calendar display 
to choose a date



Pop-up calendar 
displays, choose 
effective date for 

direct deposit change



New Section showing pending and
approved forms



If adding a new account 
you must click the Save 
button once you enter 

the information



Certify the form by 
typing in your name 
exactly as it appears



If making changes to an 
existing account(s), the 

form will copy Payroll and 
auto update your 

account(s). If adding or 
removing an account, the 
form will route to Payroll 

for final approval.
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