Direct Deposit

You must set up Direct Deposit through the MyUT Portal.

The University of Toledo
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Once you log in using your UTAD name and password, you must click on the “Employee” tab. From the employee tab,
there will be a set of links on the left hand side; click on the link that says “Direct Deposit Information”.
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After clicking this link, it will bring up a page explaining two factor authentication. Click on “two factor authentication”
within the text.
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Direct Deposit Allocation

Help us protect your banking information

For the protecton of your benking information from uneutherized changes, a two factor authentication is reguired.You wi
voice message. This authorization code will be required to access your data. Chck on Lo Faclor authentication to proceed.

Twin factor authentication FAQ

0 provide & telephone number where you can recee an aulborization code via e or




After that it will ask you to sign in using UTAD one more time.
University of Toledo Self Service - You can log in to self service with your UTAD username and UTAD password.

If you cannot: get access please visit myutaccount.utoledo.edu and reset your password, then try again through the MyUT portal or on this page.

UTAD ID:

—’ UTAD Password:
Click Here for Help with Login?
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After you log in again, it will take you to a screen asking if you want a text or a voice message for a confirmation code.

change the phone number if

Voice Call

Altnentic on

After you make your selection you will receive a text/voice message with a 6 digit number. You will then type in the code
on the screen below and click next.
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You will then be directed to the main direct deposit allocation screen. Please follow the directions on the next page,
depending on the action you with to take.
PLEASE NOTE: If you have multiple accounts set up, your final account must have 100% entered.
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Search Go

Direct Deposit Allocation

The following accounts are listed in the order in which your pay has been distributed. See HELP for information on how to change your direct deposit
allocation.

There is a maximum of three accounts that you can set up for direct deposit. You can designate either a flat dollar amount or a percentage to each of the
accounts. If any of your accounts are going to have a flat dollar amount assigned to it, you must list those first as they need to have the first priority. The
accounts that are designated with a percentage wil need to be listed after the flat dollar amounts.

Click here for examples to assist you in entering your direct deposit information.

|Bank Name ‘Ruut'lng No. ‘Accuunt Number ‘Accuunt Type ‘Amuunt or Percent ‘AEtilJﬂ ‘
[PNC BANK, OHIO [ | —— |checking |100% Delete
Click here to add an account

[ Earnings History | Pay Stub ]
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To Add:

Click the “Click here to add an account” link.
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Direct Deposit Allocation

The following accounts are listed in the order in which your pay has been distributed. See HELP for information on how to change your direct deposit
allocation.

There is a maximum of three accounts that you can set up for direct deposit. You can designate either a flat dollar amount or a percentage to each of the
accounts. If any of your accounts are going to have a flat dollar amount assigned to it, you must list those first as they need to have the first priority. The
accounts that are designated with a percentage wil need to be listed after the flat dollar amounts.

Click here for examples to assist you in entering your direct deposit information.

|Bank Name ‘Ruut'lng No. ‘Accuunt Number ‘Accuunt Type ‘Amnunt or Percent ‘Actiun ‘
[P BANK, OHIO [t [ e— |Checking [100% [Delete

Click here to add an account

[ Earnings History | Pay Stub ]
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Insert banking information and click “Continue”.
Direct Deposit Allocation

The initial set up time for the direct deposk s approximately one week. Piease compiete this form as soon as possbie to avoid delays.

IMPORTANT NOTE: Employes must be an account howder of the account specified; a jont account can be used. Incomplete of NCOMmect nformation
may delry the transfer of funds. This authorty & o remain in effect untd The Universty of Toledo has recefved notficaton from the employee.
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Bank Routing  Bank Accounl  Check
Munbar Nurmbar Numbar

Below i the current bank account information that & on your payrol direct depost record,
[Bank Name:

1 hereby authorize The University of Toledo to initiate electronic funds transfers to my account (check one):
Savings 3CC0uNt at the bank indCated beiow
Checking account at the bank indicated below

Routing Ho:

Account Number:

Amount or Percent Floase Select v

— P continue



To Delete:

Click the delete button under “Action.”

{ Personal Information | Student { Financial Akl m
Search |G_0' SITEMAP HELP

Direct Deposit Allocation

The folowing accounts are ksted in the order in which your pay has been detributed. See HELP for nformaton on how to change your drect depost
alocation.

There s @ maximum of three accounts that you can set up for drect deposit. You can designate exher a flat dolar amount or a percentage to each of the
accounts. If any of your accounts are gong to have a fat dolar amount assigned to &, you must kst those first as they need to have the first pronty. The
accounts that are designated with a percentage vl need Lo be Bled alter the Mat dolar amounts,

Chek here for examples to asskt you in entenng your direct depost information.

Rouling Mo, |Account Number coount Type mount or Percent
 —— hecking 100%
| account

Bank Namw
PHC BANK, OHIO
Click here to ac

[ Eamings History | Pay stub ]
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Click “Submit” to verify your change.

{ Personal Infoemtion { Shudent | Vimanckal A T - ¢ Prowy
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Direct Deposit Allocation

Please verify data you would like to delete,

1f the information below is coect, click the *Submit” button and an emall confirmation will be sert to your UT emall address. IF the informatian is nat correct or Bank Name is “INVALTE", you may use the
*Cancel” button to go back and re-erter your information.
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Amumi o Percest ey

£ acknowiedge that cicxing the buttan below represents ay signeture.
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To Change:

Click on the bank you’d like to change under “Bank Name”.

/ Personal Information / Student / Finandial Aid

SITE MAP HELP
sowen | -

Direct Deposit Allocation

The following accounts are listed in the order in which your pay has been distributed. See HELP for information on how to change your direct deposit
allocation.

There is a maximum of three accounts that you can set up for direct deposit. You can designate either a flat dollar amount or a percentage to each of the
accounts. If any of your accounts are going to have a flat dollar amount assigned to it, you must list those first as they need to have the first priority. The
accounts that are designated with a percentage wil need to be listed after the flat dollar amounts.

Click here for examples to assist you in entering your direct deposit information.

|Bank Name ‘Ruut'lng No. ‘Accuunt Number ‘Accuunt Type ‘Amnunt or Percent ‘Actiun ‘
— P PNCBANK, OHIO | oo | s— [checking [100% [Delete

Click here to add an account

[ Earnings History | Pay Stub ]
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Edit any information from this screen and click “Continue”.

Direct Deposit Allocation

The inkial set up tme for the direct deposk & approximately ene week. Please complete this form as scon as possble to avod deliys.

IMPORTANT NOTE: Empicyee must be an account holder of the account specfied; a joint account can be used. Incomplete or incomect information
rriry diebiy the trarsfer of furds, This autherfy & te reman i effect untl The Universy of Teleds has receved notfication from the empkyie,
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Beiw s the curment bank account information that i on your payrol drect depost record.

|Bank Mame Routing No. ;a((oum Number [Account Type vount or Percent
PN BANK, OHID Checkng 1009

T herehy authorize The University of Toledo to inltiate electronic funds transfers to my account (check one):

Savings account at the bank indicated below
® Checking account at the bank indicated beiow

Routing Ho: ——— FNC BANK, OHID
Account Humber: i —
Amount or Peroent 3o, Parcant .
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Below are some examples to assist you in entering your direct deposit information.

Direct Deposit all funds into one (1) account.

# of Accounts Used Action Desired Priority Set Up Percent or Amount
1 All funds direct 1 100%

deposited to one

account

Direct Deposit all funds into two (2) accounts. (One account a specific amount with the remainder
deposited into another account)

# of Accounts Used Action Desired Priority Set Up Percent or Amount
2 $50 to one accountand | 1 S50

balance to depositinto | 2 100%

another account

Please note the last priority needs to be 100%.

Direct Deposit all funds into two (2) accounts. (Percentage into each account)

# of Accounts Used Action Desired Priority Set Up Percent or Amount
2 60% deposited into 1% | 1 60%
account, balance to 2™ | 2 100%

Please note the last priority needs to be 100%.

Direct Deposit all funds into three (3) accounts. (Specific amount into first account, specified
percentage to two accounts)

# of Accounts Used Action Desired Priority Set Up Percent or Amount
3 $50 into 1™ account, 1 $50

60% to 2nd account, 2 60%

balance to 3. 3 100%

Please note the last priority needs to be 100%.

PLEASE NOTE: If you have multiple accounts set up, your final
account must have 100% entered.




