Checking/Adding Direct Deposit Information The QRG is GREAT.

Nav>Payroll for North America>Employee Pay Data USA>Request Direct Deposit

We ALWAYS encourage employees to set up their own direct deposit but we can if we want to.

1. The Request Direct Deposit page displays.
2. Enter valid value into the Empl ID field.
3. Select the Search button.
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1. The Request Direct Deposit page displays.
1. Select Active from the Status drop-down menu.
1. Select the check box Suppress DDP Advice Print option.
1. If part of an employee's check is direct deposited and part is issued in a live check, the live check would also show the direct deposit information.
1. Select a valid value from the Bank ID field.
1. Enter the Account Type from the drop-down menu. Choices are:
5. Checking
5. Issue Check
5. Savings
1. Select the Deposit Type from the drop-down menu. Choices are:
6. Amount if the employee wants a fixed dollar amount to be deposited in this account type.
6. Balance of Net Pay if the balance of an employee's pay is to be deposited in this account type.
6. Percent if the employee wants a specific percentage of their net pay to be deposited in this account type.
1. Enter a valid value into the Account Number field.
1. Enter a valid value into the Priority field.  Use the Priority field to enter a priority number for this distribution. During direct deposit processing, distributions are made to accounts in order of their priority number:  the lower the priority number, the higher the priority. Priority becomes important when an employee's net pay isn't enough to cover all direct deposits.
1. Select the Save button.
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1. The process to add direct deposit information to employee record is now complete.
1. End of procedure.



The following is the bank info for a person that did not put in information for direct deposit, therefore, the system set them up a Focus card through US Bank.

[image: ]

[bookmark: _GoBack]That’s it! 
image3.png
Request Direct Deposit

Deposit Information @

“Effective Date |[11/08/2021

Suppress DDP Advice Print

Distribution Information

Your Bank Information @

Country Code (USA Q

Bank ID | 071004200

Bank Name | US BANK
Address 60 LIVINGSTON
ST PAUL

MN 551071419
O International ACH Bank Account

Distribution @
*Account Type | Checking

Net Pay Percent

“Priority 1

Account Number  XXCO0XXXX3750

This data was last updated by  Online User

United States

-‘ Return to Search H Notify H Refresh

Person ID

“Status | Active

10f1 v

10f1 v

Add New Bank

O Prenotification Required

“Deposit Type
Net Pay Amount

Prenote Date

Prenote Status

Balance of Net Pay

Not Submtd

Data last updated on  11/08/2021

Update/Display

Include History

| ViewAll

I View Al

Correct History




image1.png
Request Direct Deposit

Enter any iformation you have and sk Search Leave felds blank fr a s of o vales.

[ |

| —
— =
==
==
Second Last Name | begins with - |

Aiternate Character Name | baging with

Dlinctude History Correot History ClCase Sensitive

[~ o [ ——





image2.png
Request Direct Deposit

Depositnformation @

E—

Disrbution nformston

Your Bsnk formtion )

oy ot [0 8] s

ek ams | OGN CHASE BAC NA
0 tntons A B Acsaunt

Q0 T
e

a [E | Vewht

0 pranotncston Reqursa

s
B = -
Motpay porcant | ] oty amount | ]
]| e R -

I ——

Tt was st upastoay i er

) o | | [ |

st stupastsaon_oa202015

el ey (oo





