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Under the Personal Information tab, select Personal Information 
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From here, update the proposed pay distribution with banking selections for future direct deposit of payroll 
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User Interface 

Add payroll direct deposit allocations for the employee on the 
desktop 

Employees can add payroll direct deposit allocations by clicking the Add New button on the 
Proposed Pay Distribution section. Clicking the Add New button opens the Add Payroll Allocation 
window. The payroll Amount is designated as Remaining, Specific, or Percentage. 

The Add Payroll Allocation window contains options for performing the tasks below for employees. 

Field Description 

Bank Routing Number Enter a valid Bank Routing number for your institution. Valid bank 
routing numbers for the United States can contain up to 9 characters. 
Valid bank routing numbers for non-US banks can contain up to 
11 characters. Bank Routing numbers must exist in Bank Routing 
Number Validation (GXVDIRD) otherwise the employee will receive an 
invalid value error message when they attempt to add a payroll 
allocation. 

Sample Check icon 'i' Select this icon to view an image of a sample check that displays the 
locations of the bank routing number and account number on a check 

Account Number Enter a valid bank Account Number. Valid bank account numbers for 
the United States can contain up to 17 characters. Valid bank account 
numbers for non-US banks can contain up to 34 characters. 

Account Type drop-down Use this drop-down list to select either checking or savings for the 
list Payroll direct deposit allocation. 

Amount Radio button group 

• Use Remaining Amount - Select this option button to deposit 
the amount of money remaining after the prior allocations are 
deposited into the designated accounts. 

Note: If the Use Remaining Amount option button is selected, 
the Priority field will be disabled and not available for selection. 
Remaining Amount can also be selected to deposit the entire 
allocation into one designated account. 

• Use Specific Amount - Select this option button to deposit a 
specific amount of money into the designated account. Enter this 
amount in the 'Enter Amount' input field. Valid values are 0.01 to 
99999999.99. 

• Use Percentage - Select this option button to deposit a percentage 
amount of money into the designated account. Enter this amount in 
the Enter Percentage % input field. 

Priority list field Use this drop-down list to select a priority for the direct deposit 
allocation. Select the down arrow from this list to display the priority 
numbers available for selection. 
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User Interface 

Field Description 

Note: The next priority available for selection will display in this list by 
default and another value may be selected from the list if desired. If 
Use Remaining Amount option button is selected, the Priority field will 
be disabled and not available for selection. 

Disclaimer check box Use this check box to acknowledge the customized disclaimer 
message that the institution has created to receive authorization to 
initiate direct credits or debits on behalf of the user. 

Cancel Changes Use this button to cancel any pending changes that may exist on the 
landing page. 

Note: This button is not enabled until there are pending changes on 
the landing page. 

Save New Deposit Use this button to save any pending changes that may exist on the 
landing page. 

Note: This button is not enabled until the disclaimer check box is 
checked. 

Add payroll bank account information - remaining amount 

Employees can add payroll bank account information "remaining amount" using the desktop view. 

Procedure 

1. On the Proposed Pay Distribution section, click Add New. 

2. On the Add Payroll Allocation window, enter the Bank Routing Number. 

3. In the Account Number field, enter the account number. 

4. From the Account Type list, select the account type. 

5. Click Use Remaining Amount. 
This option is selected by default. 

6. Check the disclaimer text box to acknowledge you read the disclaimer. 

7. Click Save New Deposit. 

The Saved Successfully message appears. 

If the institution has configured the Email Notification functionality in administrative Banner, 
employees receive an email sent to their preferred email address informing them that there 
have been changes to their direct deposit information. 
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User Interface 

Add payroll bank account information - use specific amount 

Employees can add payroll bank account amount information using the desktop view. 

Procedure 

1. On the Proposed Pay Distribution section, click Add New. 

2. On the Add Payroll Allocation window, enter the Bank Routing Number. 

3. In the Account Number field, enter the account number. 

4. From the Account Type list, select the account type. 

5. Click Use Specific Amount. 

6. In the Enter Amount field, enter the amount. 

Valid values are 0.01 to 99999999.99. For example, enter $200.00 as 200 and $99.50 as 99.50. 

7. Check the disclaimer text box to acknowledge you read the disclaimer. 

8. Click Save New Deposit. 

The Saved Successfully message appears. 

If the institution has configured the Email Notification functionality in administrative Banner, 
employees receive an email sent to their preferred email address informing them that there 
have been changes to their direct deposit information. 

Add payroll bank account information - use percentage 

Employees can add payroll bank account "use percentage" information using the desktop view. 

Procedure 

1. On the Proposed Pay Distribution section, click Add New. 

2. On the Add Payroll Allocation window, enter the Bank Routing Number. 

3. In the Account Number field, enter the account number. 

4. From the Account Type list, select the account type. 

5. Click Use Percentage. 

6. In the Enter Percentage field, enter the percentage amount. 

Valid values are 0.01 to 99999999.99. For example, enter $200.00 as 200 and $99.50 as 99.50. 

7. Check the disclaimer text box to acknowledge you read the disclaimer. 

8. ClickSave New Deposit. 

The Saved Successfully message appears. 

If the institution has configured the Email Notification functionality in administrative Banner, 
employees receive an email sent to their preferred email address informing them that there 
have been changes to their direct deposit information. 
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