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HOW TO SIGN UP FOR DIRECT DEPOSIT

s Select Payroll Information . :
and under the drop down Employee Information  HE

the Direct Deposit tab will
appear

Personal Information
Benefits

Payroll Information

Current Paystub
Paystub History

Pay Advice Information
Direct Dapasit

ACCHINES

oy to
o |1 DIR DEP -
OTHER
i | Final Net | » Final et Pay
Pay Apcounk
Aooount Name :
i At the bottom of the page under Bank Name and Routing
Accounts, the following image will Number :
appear.
i Click the pencil under edit for Final Net Pay to Account Number :
pegln en.terlng your direct deposit T
information.
Account Type :

& Here you can follow the questions asked for input.

**You may be asked the percentage or dollar amount

you would like to go to the account. You can enter EJ EI
100% so your full check

amount can go to your account. Or you can split it,

only entering a specific amount or percentage to go into the



account, and then
save.

i To enter a second account, please revert back to the image
above, selecting the pencil for DIR DEP-OTHER, following a
steps coming down.

Please give it 1-2 pay periods for your account to be verified, and then activated. During the
verification period, you will continue to receive a check, but the following pay period your funds
should be direct deposited.

If for any reason your direct deposit information was entered incorrectly, the Research
Foundation will email you directly, and you will have to wait for the next pay cycle to receive
your funds. Please double check your entry before closing out.

If you have any questions regarding direct deposit, deactivating the account, change the
account information etc. please contact Jane Kim your RF payroll coordinator by emailing
Jane_Kim@rfcuny.org.




