How to Enroll/Delete Direct Deposit

1. Log into ADP at workforcenow.adp.com
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2. Click on “Myself” in the navigation bar.
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3. Under the “Pay” section, select “Payment Options”
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4. To add a new bank account to your direct deposit, click on “+ Add Bank Account”

Bank Account Direct Deposit
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Add a checking or savings account

‘ + ADD BANK ACCOUNT



5. Follow the prompts to add your bank account information.

Sa.

Add an Account @

ROUTING ACCOUNT
NUMBER NUMBER

ACCOUNT REVIEW

TYPE

Next, enter your account number.

EXAMPLE

6724301068 "

Account Number is required *

Confirm Account Number is required *

Second, enter your
account number and
click "Next"
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5b.
Add an Account @
]
ROUTING ACCOUNT ACCOUNT REVIEW
NUMBER NUMBER TYPE
First, enter your routing number.
I
EXAMPL
1122105278 K
Routing Number *
Confirm Routing Number *
First, enter your
routing number
and click "Next"
% CANCEL

Add an Account @

5d.

ROUTING ACCOUNT ACCOUNT REVIEW
NUMEER NUMBER TYPE

Account Type *
W - SAVET ~

Would you like to deposit a specified amount per pay

period into this account, or the balance of your pay?

Third, select
whether you are
using a Savings
or Checking
account.

@ Deposit a specified amount.

At least $0.01 must be deposited
Deposit a percentage of my pay.

Depaosit the remainder of my pay.

The remainder of your pay is already being

%
@

deposited in another account.

x CANCEL

Also specify a
dollar amount or
percentage that you
will be depositing
into this account.

% CANCEL

Add an Account @

& ______§ ______§N |
ROUTING ACCOUNT ACCOUNT REVIEW
NUMBER NUMBER TYPE

X
Last step! Check your account information and agree
to the terms and conditions.

Routing Number
Account Number

Amount Per Pay Check

100%
D I've double checked my account number.

() | agree to the terms and conditions

Confirm that you
have double
checked your
account number
and agree to the
terms and
conditions by
clicking on the
slide buttons.

< BACK

® CANCEL

Click "Add" to
finish.

*Note: You will continue to receive paper checks for one pay period until your direct deposit has updated.




To delete your direct deposit account, click on the trash icon in the top right corner of the
account box.
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