
Employee SSN
Employee Name in 
order listed on form

Banking Institution Routing 
Number, First 9 digit 
number found at the 
bottom left of a check

Account Number

Employee Name

Name of Bank

Select the 
type of 
account

For type of 
payment select 
“NET PAY”



Banking Institution Routing 
Number, First 9 digit 
number found at the 
bottom left of a check

Name of person 
to whom money 
is being sent 

Name of Bank

Account Holder’s name

Account 
Number

Sign & Date

Select Savings 

Select Checking or Savings

Select “START”

Enter a whole number
for the amount of the 
allotment.



** WE ARE UNABLE TO PROVIDE TAX ADVICE**

Name

Address

Sign & Date

SSN

Exemptions
- A number 
starting with 0 –
99

Withhold an 
additional 
dollar amount

Marital 
Status



Frequently asked Questions
• How do I fill out the direct deposit form?

• Should be within red folder

• Can someone go through the direct deposit form with me?

• Please refer to slides for step by step guide 

• How can I choose multiple allotments?

• Complete multiple forms starting with section 4 - 5

• What if I do not have a checking account?

• Your check will be mailed to the address you provided on address form

• What if I do not have a voided check?

• If you have the routing and account number for where you would like you NET PAY to be 
deposited, complete the direct deposit form with that information.


