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HOW TO CHANGE DIRECT DEPOSIT  

 
Click on “Direct Deposit” in Employee Access 
 
 
Under “Updated Direct Deposit Account”, add the new Routing Number, Account Number and Account 
Type. Make sure the box for Employee Net Payroll Direct Deposit is still checked.  
Then click “Complete & Review” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Check the box for “I confirm that all of the above information is correct to the best of my ability.” And then 
click on “Submit Form” 
 
 
 
 
 
 
 
 


