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Procedure

1. Start the transaction using the above menu path, portal path or transaction code.

2. Perform one of the following:
If Then
You are entering a bank for the first time Go to step 3.
You are adding an additional bank Go to step 14

Enrollment

3. Click the Direct Deposit link. Please note that to ADD a main bank for the first time you have to click on pencil.
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Main bank

4. Click the Edit button  to add a bank.

Edit Main bank

5. As required, complete/review the following fields:

srao22
Rectangle
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Field R/O/C Description

Routing Number: Required A nine digit number used to to identify a bank or 
financial institution.

Example:
011000028

Using a check from the account is the easiest way to find the routing number and the account 
number.  The routing number is the first nine numbers between the "|:" symbols.

The account number is the second series of numbers between the "|:" symbols located at the 
bottom of the check.

6. As required, complete/review the following fields:

Field R/O/C Description

Account Number Required The general ledger account number.

Example:
23456789

7. Click the Drop-down button  in the Account Type: field. A pop-up menu displays.

8. Select the appropriate account type from the list. In this example, Checking  was 
selected.

9. As required, complete/review the following fields:

Field R/O/C Description

Note to Payee Optional A note entered by the employee to identify the 
bank.

Example:
Primary Bank

10. Click the Drop-down button in the Payment method: *  field. A pop-up menu displays.

11. Select the appropriate Payment Method from the list. In this example, Bank transfer (ACH 
PPD)  was selected.

 It is critical that you change the payment method to Bank transfer (ACH PPD).

12. Click the Save and Back button  to save your bank and return to the Direct 
Deposit screen.
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Main bank

13. Click the Add button . to add a second bank.

The system displays the message, "Data saved successfully".

Clicking on the Edit   button allows you to change the details of an existing bank.



 

Work Instruction
02.04_ESS_Change Direct Deposit 

Information (Process)

Last Modified:11/4/2013
6/12

File Name:02.04_ESS_Change Direct Deposit Information 
(Process).udc

Status:
© Boston University

Main bank

14. Select the appropriate bank type from the list. In this example, Other 
bank  was selected.

Add Other bank
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15. As required, complete/review the following fields:

Field R/O/C Description

Routing Number: Required A nine digit number used to to identify a bank or 
financial institution.

Example:
011000028

Click the drop-down to search and display a list of valid bank routing numbers.

Using a check from the account is the best way to find the routing number and the account 
number.  The routing number is the first nine numbers between the "|:" symbols 

To find the account number for a savings account, contact your bank or find the number on 
your account statement.

16. As required, complete/review the following fields:

Field R/O/C Description

Account Number Required The general ledger account number.

Example:
123456789

Add Other bank

17. Click the Drop-down button  in the Account Type: field.
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Add Other bank

18. Select the appropriate account type from the list. In this example, Savings  account 
type was selected.

This field is optional, but allows you to distinguish between different accounts
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Add Other bank

19. Click the Drop-down button  in the Payment method: * field. A pop-up menu displays.

Add Other bank

20. Select Bank Transfer (ACH PPD) .
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 It is critical that you change the payment method to Bank transfer (ACH PPD). 

You have the option of entering a percentage or a flat amount.  For this example, a flat 
amount was entered.

21. As required, complete/review the following fields:

Field R/O/C Description

Flat Amount Required The amount being sent to the account as dictated 
by the employee.

Example:
90.00

22. Click the Save button .

Direct Deposit

23. Click the Close button  to return to the Benefits and Pay screen. You have successfully 
added a bank.

The system displays the message, "Data saved successfully".
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Benefits and Pay

24. You have completed the transaction.
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Results and Next Steps

You have used ESS to add a bank account for payroll direct deposit.




