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Overview

Direct deposit information has been improved and easier to update for employees and payroll.
Following provides information and instructions on adding and changing direct deposit
information via Employee Self Service.

Important Information for Number of Accounts

Employees have a limited number of direct deposit accounts they can set up for their paycheck
distribution. UT Share employees are allowed a maximum of three (3) direct deposit accounts for
their paycheck distribution. They do not have to have three, but they cannot have more
than three. The system prevents employees from setting up more than the maximum allowable
direct deposit accounts.

The following message displays if an employee tries to set up more than the allowable direct
deposit accounts:

The maximum number of Direct Deposit Distribufion accounts has been reached.

Direct Deposit

Employees must set up direct deposit information through Employee Self Service.

Employees may also make changes to their existing direct deposit information in Employee
Self Service either by adding additional accounts or changing existing deposit information.
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Adding First Direct Deposit Account
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Step 1 of 4 — Navigate to the Direct Deposit
From the Employee Self Service page, click the Payroll and Compensation tile. On the Payroll
and Compensation page, click on the Direct Deposit link from the left navigation menu.

Employee Self Service -/

,,,,,,

Payroll and Compensation

T WA Taw Information
I W-2W-2c Cansent
T View We2nw-2c Farms

D Direct Depost

IC] Compensation History

o Paychecks

‘There are o paychecks availabie for reviev

Step 2 of 4 — First Time Direct Deposit
The Direct Deposit page has new instructions for employees who have not set up a direct

deposit account. Review the information and click the Add Account button to set up the first
account.
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Pay
W4 Tax Informati
] W-20w-2e Consent

[0 View W-2W-2¢ Forms

& Direct Depasit

= Compensation History

Direct Deposit

Accounts

The frst account you add will be defaulted to a depasit type of Full Balance and your enfire net pay will be deposited to this account

When a second account is added and saved, the deposit type of the first account will be updated from Full Balance to Remaining Balance and the account order will be updated to last in the list After all the other direct deposit
payments are processed, any remaining net pay is depasited in the remaining balance account

Note: You can change this default assignment using the Edit Account page and update another account 1o be a Remaining Balance account after all your accounts are added and saved

4|Page



® The University of
Texas System

Step 3 of 4 — Add Account

When the Add Account button is clicked, the Add Account pop-up window opens. Enter the
information in the fields provided. A nickname is not required, but it provides an identifier for
employee. Click the blue iicon @ for a detailed view of a check example to locate the Routing
Number and Account Number for entry.

Add Account -

* Indicates required field

Nickname ‘ Main Account |

*Payment Method ‘ Direct Deposit V| Check Example *

The Routig Numbes and Accounl Humber can be obianed fram your check
Bank 10 tha chack there are three groups of numbers. The st group containg
the nine digit rauting number, the sscond providss the account number, and
he tir 5 he check number
Routing Number | | Check Example Detail
Account Number ‘ |
Retype Account Number ‘ |

Pay Distribution

1 - Rauing Number
2- Account Number

*Account Type ‘ v|

Complete the fields under the Bank section and select Account Type under Pay Distribution.

Add Account @

*Indicates required field

Nickname ‘MamAcmum |

*Payment Method ‘ Direct Deposit v|

Bank

Routing Number ‘111000614

|
Account Number (0000123 |
|

Retype Account Number ‘ 0000123

Pay Distribution

*Account Type ‘ v|

Checking
Savings
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Step 4 of 4 — Save the New Account
Once all fields are entered, click the Save button in the pop-up window.

Cancel Add Account E‘

* Indicates required field

Nickname |MﬂlnﬂCCOle |

*Payment Method | Direct Deposit V|

Bank

Routing Number | 111000614

|
Account Number (0000123 |
|

Retype Account Numbar | 0000123

Pay Distribution

=Account Type [ Checking v]

The Save button returns the user to the Direct Deposit page where the green banner appears
verifying the account has been successfully added. The Order is defaulted to “1” when there is
only one account, and the Amount/Percent field displays Full Balance when only one account is
set up for direct deposit.

Payroll and Compensation

- - x
5 W Tax informaton Accounts
+ |7
5 W-2W-2c Consent
™ P e pr— oo e
3 Direct Deposit
I Compensation Hestory

Adding a Second Direct Deposit Account

Step 1 of 5 — Navigate to the Direct Deposit
From the Employee Self Service page, click the Payroll and Compensation tile. On the Payroll
and Compensation page, click on the Direct Deposit link from the left navigation menu.

Qi@

s <) 0 ©
Employee Self Service -| —— - .
Payroll and Compensation
Pay Paychecks
@ & e —— There are no paychecks availabie for review
& aa
T W-2/W-2c Consent
T View W-20W-2c Farms.
‘onBorting Benats Summary
o o B Direct Depasit
YRAS @0
UL e IE Compensation History
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Step 2 of 5 — Add Additional Direct Deposit Account
From the Direct Deposit page, click the plus button under the Accounts section. The Add
Account pop-up window opens.

Payroll and Compensation

Fay Direct Deposit
] W-4 T informatian Accounts
i
i weamae Consent
onter Nickname Payment Method Routing Humber Account Humber Account Type Amount Percent
B 1 Wiain Account Direct Daposit 11000814 000123 Chackng Ful Baiance

2 Direct Deposit

I Compenzation Hestory

Review the message at the top of the window. This message has been added to provide
information about what happens when the employee adds a second account.

Add Account

* Indicates required field

When this second account is saved, the deposit type of the first account will be updated from Full Balance to
Remaining Balance and the account order will be updated to last in the list

Nickname ‘ ‘

*Payment Method ‘ Direct Deposit V‘

Bank

Routing Number ‘

Account Number ‘

Retype Account Number ‘

Pay Distribution

“Account Type ‘ v‘

*Deposit Type | |

Amount or Percent ‘ ‘

Step 3 of 5 — Enter Account Information
Enter the information to set up the second account. Under Pay Distribution select the Account
Type for the new account.

Cancel Add Account

* Indicates required field

When this second account is saved, the deposit type of the first account will be updated from Full Balance to
Remaining Balance and the account order will be updated to last in the list.

Nickname | Home Account |

*Payment Method | Direct Deposit V|

Bank

Routing Number | 111000614

Account Number 0000001 |

Retype Account Number 0000001

Pay Distribution

*Account Type | V|

*Deposit Type Checking

Savings
Amount or Percent | |
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For multiple accounts, the Deposit Type field must be selected from the drop-down list. Select
Amount or Percent depending on how the distribution of funds is being set up for this account.
Based on the selection the next field Amount or Percent changes to the selected Deposit Type.

Add Account

* Indicates required figld

‘When this second account is saved, the deposit type of the first account will be updated from Full Balance fo
Remazining Balance and the account order will be updated io last in the list.

Nickname |Home Account ‘

*Payment Method | Direct Deposit v‘

Bank

Routing Number | 111000614

\
Account Number |DODODO‘I ‘
|

Retype Account Number |UOUODO1

Pay Distribution

*Account Type | Savings V‘

*Deposit Type | v
Amount or Percent s moint
Percent

In this example, Amount has been selected as the Deposit Type, and the desired deposit
amount has been entered.

UT ZX SHARE

Cancel Add Account w

* Indicates required field

When this second account is saved, the deposit type of the first account will be updated from Full Balance to
Remaining Balance and the account order will be updated to last in the list

Nickname | Home Account |

*Payment Method | Direct Deposit V|

Bank

Routing Number |I11000614

|
Account Number |DDDODO1 |
|

Retype Account Number |UDDOUO‘1

Pay Distribution

*Account Type | Savings v|
*Deposit Type | Amount v|
IAmounI [200.00 ]I
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Step 4 of 5 — Save the Account
Once all fields are entered, click the Save button in the pop-up window to add the additional

account.
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Cancel

Add Account

When this second account is saved, the deposit type of the first account will be updated from Full Balance to
Remaining Balance and the account order will be updated to ast in the list

Nickname |Home Account |

*Payment Method ‘ Direct Deposit v|

Routing Number ‘ 111000614

|
Account Number |0000001 |
|

Pay Distribution

Retype Account Number ‘0000001

*Account Type ‘ Savings v|
“Deposit Type | Amount ~|
Amount [300.00 ]

Save

*Indicates required field

Step 5 of 5 — Identity Verification
The Identity Verification pop-up opens when the Save button is clicked. Enter a Prior Account

number associated with the Direct Deposit for the employee and click Done.

Identity Verification Il

Enter any of your prior accounts below to verify |dentity

Note: The Prior Account # can be an existing account number associated with the account or an
account number that has been changed in the past.

Clicking the Done button with a correct account number entered returns the user to the Direct
Deposit page where the green banner appears verifying the account has been successfully
added. The Order is automatically updated and orders the new account as “1” and changes the
first account to “Last”. The Amount/Percent field displays the Amount for the added account,
and Full Balance is updated to Remaining Balance.

Payroll and Compensation

5 Vet T nformation

T W-2:-2¢ Consent
k e Order Nickname

5 View W-20-2c Foms Home Account
&3 Direct Deposit Last Main Account

I Compensation History

Payment Method

Direct Deposit

Direct Deposit

You Nave SuCCESSTUlly Saved your direct Geposit ChAnges,

Routing Number Account Number
11000814 30060001
11000814 XAHO123
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Adding Multiple Accounts (More than Two DD Accounts)

Step 1 of 5 — Navigate to the Direct Deposit
From the Employee Self Service page, click the Payroll and Compensation tile. On the Payroll
and Compensation page, click on the Direct Deposit link from the left navigation menu.

Employee Self Service -/

Payroll and Compensation

s> 1 .
,,,,,, 2 = Paychecks

‘There are no paychecks availabie for reviev:

&
£59% ] W4 Tax Information

I W-2W-2c Consent

T View W-zW-2c Forms:

EB Direct Depost

I Compensation History

Step 2 of 5 — Adding Another Direct Deposit Account
From the Direct Deposit page, click the plus button under the Accounts section. The Add

Account pop-up window opens.

Payroll and Compensation

Gy Direct Deposit
5 Wt Tax Information Accounts
.
i W-2w-2c Consent
Order Nickname Payment Method Routing Number Aceount Number hccount Type T
IS5 Voew W-2t-2c Fonms 1 Heme Account Direct Deposit 111000614 2000001 Savings 300,00

5 Direct Depost Last Wain Account DirectDeposit 1008t 000123 Checing Remaining Baiance >

i1 Compensation History

The Add Account window for accounts beyond two does not have a message in the window.

Cancel Add Account @

* Indicates required field

Nickname ‘ |

*Payment Method ‘ Direct Deposit A |

Bank

Routing Number ‘

Account Number ‘ |

Retype Account Number ‘

Pay Distribution

*Account Type ‘ v |

*Deposit Type ‘ v|

Amount or Percent ‘ |
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Step 3 of 5 — Enter Account Information

Enter the information to set up the next account. Under Pay Distribution select the Account

Type for the new account.

For multiple accounts, the Deposit Type field must be selected from the drop-down list. Select
Amount or Percent depending on how the distribution of funds is being set up for this account.
Based on the selection the next field Amount or Percent changes to the selected Deposit Type.

In this example, Percent has been selected as the Deposit Type, and the desired deposit

percent number has been entered.

Add Account

Cancel

* Indicates required fisld

Nickname |Vacation

*Payment Method | Direct Deposit

Bank

Routing Number | 111000614

Account Number | 0000002

Retype Account Number |UOUOUO2

Pay Distribution

*Account Type | Savings

v]

*Deposit Type | Percent w
Percent |10

Step 4 of 5 — Save the Account

Once all fields are entered, click the Save button in the pop-up window to add the additional

account.

Add Account

Cancel

* Indicates required field

Nickname |Vacation

*Payment Method | Direct Deposit

Bank

Routing Number | 111000614

Account Number | 0000002

Retype Account Number |0000002

Pay Distribution

*Account Type | Savings

“Deposit Type | Percent

Percent | 10
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Step 5 of 5 — Identity Verification
The Identity Verification pop-up opens when the Save button is clicked. Enter a Prior Account
number associated with the Direct Deposit for the employee and click Done.

Identity Verification  [JEE2H

Enter any of your prior accounts below to verify Identity

Note: The Prior Account # can be an existing account number associated with the account or an
account number that has been changed in the past.

Clicking the Done button with a correct account number entered returns the user to the Direct
Deposit page where the green banner appears verifying the account has been successfully
added. The new account is Ordered automatically as “2”. The Amount/Percent field displays
the Percent for the added account. The other accounts keep their same Order.

Payroll and Compensation

Nickname Payment Method Routing Number Account Number Account Type Amount Percent

Main Account Direct Dapasit 11000614 023 Checsing 150000
vacstion Direct Dapasit 111000614 20000002 Savings 10.00%

Home Accau Direct Dapasit 11000614 XEXD00 Savings Remaining Balance

Note: Only one account can be the Remaining Balance account. The Remaining Balance account
Order will be ‘Last’—meaning that all the other accounts will be deposited into first; then any
amount left over will be deposited into the Remaining Balance account.

Reordering Direct Deposit Accounts

Step 1 of 4 — Navigate to the Direct Deposit
From the Employee Self Service page, click the Payroll and Compensation tile. On the Payroll
and Compensation page, click on the Direct Deposit link from the left navigation menu.

— = P - — QiR a “|lo o
Employee Self Service - e o . .
. Payroll and Compensation
" Py Paychecks
y (& hiere are i vailabis for review
@1} & }, T — There are no paychecks availabe for review
&= s
I W-2W-Zc Cansent
I View W-2W-2c Forms
OnBosrding
o0 BB Direct Deposat
15y CEEEN—
PLY; I Compensation History
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Step 2of 4 — Reorder Direct Deposit Accounts
On the Direct Deposit page, click the Reorder button below the Accounts section.

Payroll and Compensation

Pay Direct Deposit
1 W4 Tae information Accounts
+| T
I W-2w-2¢ Consent
- Order Mickname Payment Method
1 View W-2M-2c Forms 1 vacaton Drect Depasit
£ Direct Deposit 2 Home Account Direct Deposit
T Compensation Hatory Last Main Azcount Drect Dapasn

Routing Number
11000814
11090814

11000614

‘Account Number

Account Type Amount Percent
000002 Savnps 10.00%
000001 Savngs 550000
ooz Checng Ramaining Balance

This opens the Reorder Accounts pop-up window.

details.
Accounts
Reorder Nick Name
— Vacation
= Home Account

IMain Account

Reorder Accounts

Update the processing order of your accounts by dragging and dropping the row with the = icon on the Reorder column to
the desired posiion. The account on row 1 will be processed first.

When a Remaining Balance account exists, it will be the last account processed to pay out any remaining funds and
cannot be reordered. To reassign the remaining balance account, use the Edit Account page to update the distribution

Account Number

KXXD002

KAX0001

KXX0123

50

Amount or Percent

10.00%
$500.00

Remaining Balance

Step 3 of 4 — Changing the Order

Review the message on the pop-up window. The Accounts that have an equal = sign can be
reordered by dragging and dropping them into the new order. Click on the equal sign and
hold down the mouse and drag it into the new position and release it.

Cancel

Reorder Accounts

=

Update the processing order of your accounts by dragging and dropping the row with the = icon on the Reorder column to
the desired position. The account on row 1 will be processed first.

When a Remaining Balance account exists. it will be the last account processed to pay out any remaining funds and
cannot be reordered. To reassign the remaining balance account, use the Edit Account page to update the distribution

getails.
Accounts
Reorder Nick Name Account Number Amount or Percent
E Vacation XXX0002 10.00%
E Home Account HXX0001 $500.00
Main Account HAX0123 Remaining Balance

UT ZX SHARE

Cancel

Reorder Accounts

En

Update the processing order of your accounts by dragging and dropping the row with the = icon on the Reorder column to
the desired position. The account on row 1 will be processed first.

When & Remaining Balance account exists, it will be the last account processed to pay out any remaining funds and
cannot e reordered. To reassign the remaining balance account, use the Edit Account page to update the distribution

etails.
Accounts
Reorder Nick Name Account Number Amount or Percent
Vacation HRX0002 10.00%
-
Home Account 30000001 $500.00
Main Account XX0123 Remaining Balance

13| Page




-8 The University of
Texas System

OFFICE OF SHARED INFORMATION SERVICES

Step 4 of 4 — Save the Change

Once the new order is set, click the Save button to update the Order. Save returns the user to
the Direct Deposit page where the green banner appears verifying the change has been
success. The Accounts will now display in the new order on the Direct Deposit page.

Cancel Reorder Accounts E

Update the processing order of your accounts by dragging and dropping the row with fhe = icon on the Reorder column to
the desired position. The account on row 1 will be processed first

‘When a Remaining Balance account exists, it will be the last account processed to pay out any remaining funds and
cannot be reordered. To reassign the remaining balance account, use the Edit Account page to update the distribution

details.
Accounts
Reorder Nick Name Account Number Amount or Percent
_ Home Account FHAO0M $500.00
- Vacation XXAO002 10.00%
Main Account KAX0123 Remaining Balance

Payroll and Compensation

You have successiully saved your ditect deposit changes. x

i W-d Tax Information Account

+ [T
i W-2M-2c Consent

Order Nicknarme Payment Method Routing Number Account Number Account Type Amount/ Percent
i View W-20-2c Forms 1 HoMme ACCouN Dwect Depasit 111000614 060001 Savings. 550000
2 Direct Depasit H Vacation Direct Dapasit 111000614 0000002 Savings 10.00%
I Compensation History Last Main Account Direct Deposit 111000514 000123 Checking Remaining Balance »

Changing the Remaining Balance Account

Only one account can be designated the Remaining Balance account. If an employee wants to
change which account is designated the Remaining Balance account, they can assign the
designation to one of their other existing accounts.

Step 1 of 6 — Navigate to the Direct Deposit
From the Employee Self Service page, click the Payroll and Compensation tile. On the Payroll
and Compensation page, click on the Direct Deposit link from the left navigation menu.

Qi@

Employee Self Service -

Payroll and Compensation

Pay Paychecks

‘There are no paychecks availabée for review.

5 W Tax Information

I W-2W-Zc Cansent

I View W.-2IW-2¢ Farms.

@

I Compensation History
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Step 2 of 6 — Select the Remaining Balance Account

On the Direct Deposit page, click on the account that is the Last in Order and has Remaining
Balance as the Amount/ Percent.

Payroll and Compensation

Pay Direct Deposit
5 Wt Tax informaton Accounts.

+| T
E

W-2W-2¢ Cansent

Orter Nickname Payment Method Routing Number ‘Account Number Account Type Amount’ Percent
i view We-2-2c Forms Home Account Direct Depasit 111000614 2000001 savings 3500.00
B Direct Deposit 2 Vacstion Direct Deposit 11000614 2000902 Savings 10.00%
5 Compensation Hiskory tiast Main Account Direct Deposit 11000614 00123 Checking Remaining Baance > |
Receder

This opens the Edit Account pop-up window.

Edit Account E\

*Indicstes required field
Nickname |Main Account
*Payment Method | Direct Deposit

Bank

Routing Number | 111000614
Account Number XXX0123
Retype Account Number
Pay Distribution
“Account Type | Checking

“Deposit Type | Remaining Balance

Remove

II

Step 3 of 6 — Updating to New Deposit Type

To change this account from the Remaining Balance Account, select the Deposit Type drop-
down and select Amount or Percent.

Two new fields appear when a new Deposit Type is selected. Based on the selection of Amount
or Percent, the next field will be Amount if Amount Type is selected or Percent if Percent Type
is selected. Then the second field that appears is New Remaining Balance Account.

Edit Account

= Inalicates required field
Nickname | Main Account
*Payment Method | Direct Deposit

Bank

Be

Routing Number | 111000614
Account Number XXX0123
Retype Account Number
Pay Distribution
"Account Type | Checking
*Deposit Type | Amount

Amount

“New Remaining Balance
Account

Remove
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Step 4 of 6 — Assigning New Remaining Balance Account

Once the Amount or Percent is entered for this account, click on the New Remaining Balance
Account drop-down and select the existing account to designate as the Remaining Balance
Account.

Edit Account [ Save |

*Indicates required fisld

Nickname | Iain Account ‘

*Payment Method | Direct Deposit V‘
Bank

Routing Number |11mons14 ‘ o

Account Number XXX0123 E’

Retype Account Number

Pay Distribution

*Account Type | Checking |

*Deposit Type | Amount v‘

Amount [1500.00 |

*New Remaining Balance v‘
Account

Home Account
Vacation

Note: The drop-down options pull in the Nickname given to the accounts by the employee.

Step 5 of 6 — Save the Change
After selecting the account to designate as the New Remaining Balance Account, click the Save
button. The verification pop-up message appears; click OK to continue.

Cancel Edit Account m

* Indicates required fisld

Nickname |MainAccuunl |

*Payment Method | Direct Deposit v|

Bank

Routing Number |111000614 | [i ]

The deposit type of the selected account will be changed from Amount or Percent to Remaining Balance
and the account order will be updated to last in the list. Select OK to continue, or Cancel to make another selection.

=Account Type | Checking V|

*Deposit Type | Amount v|

Amount [1500.00 |

*New Remaining Balance

Account [ Home Account v]

Remave
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Step 6 of 6 — Identity Verification
The Identity Verification pop-up opens when the Save button is clicked. Enter a Prior Account
number associated with the Direct Deposit for the employee and click Done.

Identity Verification  |IE2l

Enter any of your prior accounts below to verify Identity

Note: The Prior Account # can be an existing account number associated with the account or an
account number that has been changed in the past.

Clicking the Done button with a correct account number entered returns the user to the Direct
Deposit page where the green banner appears verifying the changes have been successfully
saved.

Payroll and Compensation

I Wed Tax information

T w-2m-a¢ Consent
. Order Nickname Payment Method Routing Number Aceount Number Account Type Amount’ Percent

I View We20-2¢ Forms 1 vacation Direct Deposit 11000614 000002 Savings 10.00%
B Direct Deposi 2 inacc Drict Degast tomets woanas crecing

Il Compensation History Last Home Accous Direct Daposit 11000814 X0X0001 Savgs Remaining Balance

Note: The New Remaining Balance Account is now Order Last, and the account that was changed
is in the Order 2 position. The Amount/ Percent field column has been updated.

Additional Information

An account can still be removed by clicking on that account from the Direct Deposit page and
clicking on Remove button in the Edit Account pop-up window.

If employees want to add a new account to be their Remaining Balance Account, and they are at
their limit of accounts, employees must first remove one account before they are able to set up
a new account to designate.

An account can still be edited/ or changed individually by clicking on the account from the Direct
Deposit page and making changes to the fields on the account. To change the account number,
click on the edit pencil icon '+ and updating the Account Number and Retype Account Number
fields. Pay Distribution can also be updated individually on the account. Click the Save button
and complete the Identity Verification pop-up.
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