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Log into Portal

Select Edit/View Direct Deposit Information

CHANGE DIRECT DEPOSIT



3 Select Direct Deposit 
Information
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Scroll down to Proposed 
Pay Distribution

You can add an account 
by clicking here

You can delete an 
account by checking the 
appropriate box and 
then clicking delete.
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Change or enter desired 
deposit amounts OR 
percent for each account

If depositing to more than 
one account, for the final 
numbered account, select 
“use remaining amount.”

In order to complete and save 
changes, you must check the box 
to the left and then click “save 
changes.”


