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Direct Deposit Bank Account for Employees and W&tkidy Students
1. Login to SeHkService

2. ClickBanking Information
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. Add account
Fora new bank account, clidddd an Account.

+ Add an Account

. Turn on Bank Accountdage

a. If you already have a payroll account tlyaiu would like to use fatravel
advances and reimbursementsirn off PayrolDeposit(since it already exists)
Your payroll Direct €posit account will still be active.

b. Turn on Refund, Reimbursement & Payment Deposit

c. Enter Effective date

d. Click Next
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5. Enter Bank Account Detall

When youenter yournew bank account details, you must agree to the terms and conditions
before you can savgour new banking information.

Your Name 103

6. Account Verification and VievActive Accounts



Direct Deposits and Refunds/Reimbursemengsfdents (Echecks) are paid only to
accounts that are verified. The accounts payable offitleverifyyour
Refund/Rimbusement/Payment deposit account.
e If you add a new bank account with an effective datenm future, you can view
the new bank account information by selecting Viewadil the Banking
Information page.

7. Howdo | edit bankaccountdetails?
After a bank



e EditAccount Details andSave
You can only change the account nickname information.

8. Howdo | celete an Account?
You can onlgelete a bank account if its effective date is in the future.

e SelectvView All on the Banking Informationdge
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