Setting Up Direct Deposit

Changing or Updating your Direct Deposit

How to change or update your Direct Deposit?

To change or update your direct deposit, you need to have the new routing number and account
number for the bank account that you want to deposit your paychecks into. You can find these numbers
on your personal checks.

Once you've gathered this information, follow these steps:

1. Navigate to my.jh.edu.
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2. Click the Log In button to log in to the website.

3. Once you're logged in, click the ESS icon to navigate to the Employee Self Service website.

Note: If you don’t see the ESS icon near the top of your screen, click the “HR” menu bar, and
then click the ESS icon.
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4. Click the Login to ESS button to log in to the Employee Self Service website.

5. Once you’re logged in to the Employee Self Service website, click the Payroll Information link.
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6. Then click the Direct Deposit link.
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7. Click the Edit button.
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8. Enter the required information:

e Enter your routing number in the Routing Number field.

e Enter your account number in the New Bank Account Number field.

e Re-enter your account number in the Re-enter Bank Account Number field.

e Select your account type from the Account Type drop-down menu. (Select either “checking”
or “savings.”)

e Select “Payroll Direct Deposit” from the Payment Method drop-down menu.

e Read the paragraph at the bottom of the screen. If these conditions are acceptable to you,
check the Disclaimer Checkbox.

And then click the Review button.
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9. Finally, click the Save button.
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Adding Another Account

Would you like part of your paycheck to be direct deposited into one bank account, and part of it to be
direct deposited into a second bank account? No problem! You just need to add information about the
second bank account. Follow these steps:

1. Loginto the Employee Self Service website. Then click the Payroll Information link.
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2. Click the Direct Deposit link.

3. Click the New Additional Bank button.

Page 9



Setting Up Direct Deposit

10. Enter the required information:

e Enter the routing number for the second account in the Routing Number field.

e Enter the account number for the second account in the New Bank Account Number field.

e Re-enter the account number for the second account in the Re-enter Bank Account Number
field.

e Select your account type from the Account Type drop-down menu. (Select either “checking”
or “savings.”)

e |ndicate the amount that you’d like to be deposited in this second account. You can do this
by entering a percentage of your paycheck or a certain dollar amount.

e Read the paragraph at the bottom of the screen. If these conditions are acceptable to you,
check the Disclaimer Checkbox.

And then click the Review button.
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11. Finally, click the Save button.
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Please note that you can add up to three bank accounts.

Questions?
If you have any questions, please feel free to contact HR/Payroll Shared Services.

e Phone: 443-997-5828
e Email: payroll@jhu.edu
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