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	Change Direct Deposit – HCMJA140 



	SECTION I:  Direct Deposit


	Change Direct Deposit

	Navigation Path:  Payroll North America > Employee Pay Data USA > Request Direct Deposit


	Security = Agency Payroll Specialist


	State Policy Note:

· According to State policy, Ohio Revised Code 124.151, requires all state employees to have direct deposit.  It is also encouraged that all employees receive an electronic pay stub.  If an employee wishes to receive paper pay stubs, this request must be submitted in writing.  Click here for the ePay opt out form.
Direct Deposit Note:

· Employee must establish their new account prior to requesting change.

· One EFT Prenotification is required before actual direct deposit will occur.  A paper check will be issued for the pay with the pre-notification
· Remind employee to change any automated bill payment options they may have tied to their old bank account.


	Steps

Field Note
Action

Comments

Enter Empl ID
Click Search
Click Add a New Row  [image: image1.png]


 in the Deposit Information

Click Add a New Row  [image: image2.png]


 in the Distribution Information

Click Delete a Row [image: image3.png]


 in the Distribution Information

This allows the Prenotification box to be checked.
Click OK button

Enter Effective Date  
Effective date must be in the pay period that you want the account change.
Status = Active

Make sure Status is ‘Active’  
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Check Suppress DPP Advice Print
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Steps

Field Note
Action

Comments

Select Account Type
Only one account type may be chosen.

Deposit Type = Balance

Make sure Deposit type is ‘Balance’ 
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Enter Bank ID and Account #
Employee provided:

· Must have voided CHECK  for Checking Account

· Must have DEPOSIT SLIP for Savings Account
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Click Save
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