DIRECT DEPOSIT

SIGNING UP

Mister

Whether electing to sign up for direct deposit or updating your current direct deposit information,

Dayforce makes it easy. Follow these steps to sign up for direct deposit:

NOTE: Direct deposit enrollment will take at least one complete pay period/pay cycle to take effect.

1. Login into Dayforce at www.dayforcehcm.com.

DAYFORCE |[HCM
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Can't access your account?

2. Click the Forms icon on the homepage.

3. Select “Direct Deposit” under the “3. Check Management” section.
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4. Thedirect deposit form will open. Click the “+Add"” button to setup a new direct deposit.
The screen below will pop up; fill out the following information:
e Pay Method (Checking, Pay Card, or Savings).
e Your Routing Number and the Account Number.

o You can find your bank’s routing number and your account number on your
bank’s mobile app, on the lower portion of your personal checks, or other
account documentation from your bank. The routing number is always 9 digits.

e Todeposit your full pay from your paycheck to one account, click the “Remainder”
box near the top of the form.
e Click “OK" to submit the form.

New Direct Deposit b 4

Sample check image \ (i ]

Remainder

Pay Method * Select an Option v
Routing Mumber *
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Account # ¥

Reenter Account # *

Amount *

Is Deposit in Percentage

e Your deposit will populate on the Direct Deposit Form.

Direct Deposit Information
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5. Tosplit your pay between more than one account, return to the Direct Deposit screen.
Click the “+Add"” button and follow the step 4 to enter the new account information and
the amount to deposit to the account.

o Usethe “Move Up” or “Move Down” option to move the deposits up and down the
list.
o The “Remainder” account must be the last account on the list.

Direct Deposit Information

This is your current direct deposit information. Adding or modifying accounts will change where your pay will be deposited.

Pay will be added to your accounts based on the priority you set. Any pay remaining will be deposited into your remainder account. An amount i3 required for all accounts
except your remainder account.

Y:ele:t a payroll card pay :na}\ccnct 3pec;f3-w_z transit number or account number. These fields will be avtomatically assizned by the system.

+ Add ¥ Remove Move Up Move Down
Priority &  Remainder  PayMethod | Reuting Number Financial Institution Account # Amaount Is Deposit i... | View/Edit
Comment

P

CHANGING YOUR DIRECT DEPOSIT

1. Toview or editinformation for your accounts, click the “View/Edit” box on the far right.
The pop-up box will allow you to edit your deposit information.

Direct Deposit Information

This is your current direct deposit information Adding or modifying accouats will change where your pay will be deposited

y be added to your accounts based on the priority you set. Any pay remaining will be deposited into your remainder account. An amount is required for all accounts
except your remainder accouat.

If you select a payroll card pay method, do not specify a routing transit number or account number. These fields will be automatically assigned by the system

+ Add *® Remove Move Up Move Down

Priority & | Remainder Pay Method | Routing Number Financial Institution Account # Amount Is De:-o:New:Ecl t

Comment
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Editing Direct Deposit 2
Sample check image 0
Remainder \f
Pay Method * Samnge

Routing Number * _

Financial Institution _
Account & * _

Reenter Account & *

Amount

s Deposit in Percentage

o
K =N

e Direct Deposit enrollment will take at least one complete pay period/pay cycle to
take effect.

e When adding a payroll card as a form of direct deposit, you must first complete the
Authorize Instant Issue Payroll Card form. After completing this form, select
“Pay Card" as the pay method. The routing and account numbers will
auto- populate. Please refer to the Pay Card Setup document for full instructions.
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