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Submitting a Direct Deposit Update

1. Click the Main Menu icon located in the upper left corner
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HEALTHCARE

2. Expand the My HR section, and then click HR Actions

< Main menu

My HR
HR Actions
Checklists

Forms

3. Click the Start link fo open the Direct Deposit Update form
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5. Enter all of the required information, and then click SAVE to save the form

Add New Direct Deposit X
Mame Description
Active From * Active To ™

103172008 = 1203172009 =
Deposit Type Bank Accound Type *

Drect Deposit - Chacking -
Calculation Method *

Engire/Remainder -
Arearage Function* Frequency *

Descard Underfunded Amount - Holiday Profile -
Ty ®

Employes Holiday Profile -
HAocount #* Resnter Account 8%
ARA# [ Bank Routing# * Pre-Mote Status ®

) Ready To Send -

6. Click OK when the confirmation screen displays

/) Hooray!
\/

Account successfully saved

7. Click SAVE, and then click OK when the confirmation screen displays
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Hooray!
Direct Deposit Update is saved.

8. Review the information entered and click SUBMIT, and then click OK when the
confirmation screen displays
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Submit HR action request

You are about to submit HR Action request. Do you want to

continue?

a. The Direct Deposit Update form is submitted for review and approval

| Avassie | open

All Statuses « This Year w

% Created On Effective Date Status

“ Direct Deposit Update (1)

10/31/2018 11/05/2018 Submitted




