Direct Deposit Instructions

UPGDEVA UserID: U03578 Selecta Language:

English Espafiol

UPGDEV1 Password: ssssses Dansk Deutsch
Francais Francais du Canada
ltaliano Magyar
Mederlands Morsk
Polski Pordugués
Suomi Svenska
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Click the Self Service link.
I Self Seni

Personalize Content | Layout

LEl hange My Password

=
afion and activities. E Create a new password,

1 Personal Information

1 Payroll and Compensation
1 Benefits

[» My Favorites
[- Self Service
— Change Wy Password

Main Menu =

Click the Payroll and Compensation link.

|Pa!roll and Comgensation|

W Self Service

[ My Favorites
Navigate to your self service information and activities.
[> Personal Information
I> Payroll and Compensation
[ Benefits

— Change My Password

Personal Information

Review and update your personal information.
=] Personal Information Summary

= Home and Mailing Address

= View Pavcheck

= Phone Numbers = Voluntary Deductions T Benefits Information
=) Email Addresses =) Direct Deposit (1 Dependents and Beneficiaries

] Emergency Conlacs = Compensation History =] Benefits Summary
) Name Chance =] W-4 Tax Information =] Dependent/Beneficiary Info

=) W-2 Reissue Request =] Insurance Summary
=] Benefits Enroliment

Click the Direct Deposit link.

@@ Payroll and Compensation

Review your pay and compensation history. Update your direct deposit and other deduction or contribution information

> My Favorites
= Self Service
[> Personal Information
roll and Compe
— View Paycheck
— Voluntary Deductions

ﬁ View Paycheck ﬁ Voluntary Deductions Direct Deposit
Review current and prior paychecks. /Add or update your voluntary deductions. Add or update your direct deposit information

— Direct Deposit E Compensation Histol E W-4 Tax Information E W-2 Reissue Request
— Compensation History Review compensation history for base, variable, and stock Review or change your W-4 information. Reguest a reissued W-2.

— W-4 Tax Information
— W-2 Reissue Request
[> Benefits
— Change My Password

options.
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[ My Favorites
= Self Service
[ Personal Information
= Payroll and Compensation
— View Paycheck
— Voluntary Deductions

— Direct Deposit
— Compensation History

— W-4 Tax Information
— W-2 Reissue Request
[ Benefits
— Chandge My Password

Direct Deposit

Click the Add Account button.

Direct Deposit
| Add Account I

Roxie Smith

Direct Deposit Detail

Account . . Deposit

T— Routing Number Account Number Deposit Type AmtiPct Order

Checking 322078668 0000000046791 Balance 100 Edit | Delete |
Add Account

Eeturn to Payroll and Compensation

Add Direct Deposit

Roxie Smith
*Account Type: Checking
*Deposit Type: Amount -

Amount/Percent:  15.00

Routing Number: [125973689

Account Number:

Deposit Order: 1

*Required Field

Save |

Return to Direct Deposit

Direct Deposit

Wiew check example

19283658202589900

Enter the account details. Verify bank
routing transit number from your financial
institution.

Click the Save button.

(example: 1 = first account processed)

_—
Click the OK button.

Save Confirmation

Ok

“ The Save was successful.

However, due to timing, your change may not be reflected on the next paycheck.



