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HOW TO ADD/EDIT DIRECT DEPOSIT

1. Go to: HRportal.moravian.edu

2. Type in Net ID username and password (This is the username and
password you use to log into the computer. Your network ID is
either your 'me' account or your last name first initial)
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Login First time user? Sign up here.
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3. Click on “Login”

Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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4. Select My Self > My Paycheck > Direct Deposit and click "Add or Edit"
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Home MySelf Timekeeper My Company

Personal Information You have no direct deposits setup.

z Add or Edit an Account for Direct Deposit
Family Members
Benefits

My Paycheck
Last Payroll
Pay Stub History
Direct Deposit
Pay & Taxes

Paycheck Simulator
5. Enter or correct your account information and click "Add Account":
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Home My Self Timekeeper My Company

Personal Information
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My Paycheck

Family Members

T T
5 Routing Transit Account
Last Payroll Hurmiber tumber

Transit Number:

Pay Stub History

. . Account Number: Checking v
Direct Deposit s =
(_Remainder

Pay & Taxes OAmount 5 0.00

Paycheck Simulator OpPercentage 000 %

W-2 Forms If you're adding a Money Market or Credit-Union account, please verify with your financial

institution about whether to select "Checking” or "Savings" for your particular account.
Messages
Add Ac t C 1

My Attachments H
My Notes

Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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6. Verify your account information, then select "Next":

y

iekeeper My Company

This will let you direct your pay to up to 3 accounts. Your pay will be distributed to the accounts in the order you specify them. You may set up any combinat
allocate 100% of your net pay, you will receive the remainder in the form of a live check.

Add an Account

Transit Number CE—— Edit Direct Deposit Simulation
For a net pay of: | 0.00

Account Number: # SR "hecking |

Amount Remainder

For Account Frssssastttt 700

Remove Account

Next > Cancel

7. Click "Finish" to submit your changes to Payroll:
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Home My Self Timekeeper My Company

Personal Information
Add Direct Deposit to checking account IR for remainder of

Family Members the pay.

Enter the date the change will be effective; 05/17/2022

Benefits
You may enter comments you wish to share with the payroll department:

My Paycheck
Last Payroll
Note: Changes submited for your direct deposit setup will not take effect unil they are

Pay Stub History received and approved by payroll. Once your new changes are visible under Direct
Depaosit, they will have taken effect.

Direct Deposit
Pay & Taxes m Cancel
Paycheck Simulator
W-2 Forms
Messages
My Attachments

My Notes

Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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8. You will receive a message that your changes have been submitted to
Payroll and you will be notified once they are applied.
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Home My Self Timekeeper

Personal Information

Family Members

Benefits

My Paycheck
Last Payroll
Pay Stub History
Direct Deposit
Pay & Taxes
Paycheck Simulator
W-2 Forms
Messages

My Attachments

My Notes

My Company

b, You have submitted changes that are not yet in effect.
Request submitted on 05/17/2022 ar 02:37 PM is awaiting review.

Your direct deposit changes have been submitted to Payroll. You will be notified when they have been approved or rejected. Uniil this
happens, your current settings are being displayed.

You have no direct deposits setup.

Add or Edit an Account for Direct Depositc

Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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