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Quick Reference Guide 

How to Add/Update Direct Deposit Information 

Step 2: Add New Account 
As a new employee of the university, you need to enter a new 
account for direct deposit.  

1. Click the Add Account button to begin the process of
adding direct deposit information.

Step 3: Verify Your Birthday 
1. Enter your Date of Birth and click

the OK button.

Note: After 4 incorrect attempts to enter your 
date of birth, the system locks you out from 
this page.  
Contact UService for assistance if this occurs.  
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