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Welcome to the Direct Deposit learning guide, part of the SEMA4 curriculum.
Who should complete this guide?
Employees who:
· Add direct deposit records
· Update direct deposit records
· View direct deposit information
What skills will I learn?
You will develop skills, using SEMA4, to add, update, and view direct deposit information. After you complete this guide, you will be able to perform the following tasks in SEMA4:
· Add direct deposit records
· Update direct deposit records
· View direct deposit information
What do I need to know before starting?
You must have completed SEMA4 Overview.
How much time will this take me?
Actual time will vary, but plan on approximately 2 hours and make sure you have enough time to complete this guide in one day.
What do I need to proceed?
1. Access to SEMA4.
2. User ID and password to sign in to the User Training database.
3. Code (two-digit) to access training records.
How do I obtain User Training database information?
First you must register for the course.  After you do so, you will receive an e-mail with instructions, including a special user ID, password, and code.  Access the SEMA4 Training Course website for registration instructions: http://mn.gov/mmb/accounting/sema4/training/.
Directions
Read the introduction and work through each topic, completing the exercises.
Throughout this guide you will be presented with information and opportunities to develop skills and become proficient with the direct deposit function in SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions. 


When you see these icons, it is a signal that a new learning opportunity is beginning. 
	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help.  The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect.  In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions - so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.


Be sure to complete the directions in the guide completely and in order, as many concepts and exercises build on one another.  
Follow-up
1. Complete the evaluation form and send it to Statewide Payroll Services.
2. Follow your agency's procedures for tracking completed training.
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[image: Read-Through picture]The following topics are included in this guide:
· Adding a Direct Deposit Record
· Updating a Direct Deposit Record
· Viewing Direct Deposit Information
SEMA4's direct deposit function allows you to add employee direct deposit records to one or more financial institutions/accounts.  It also enables you to update and delete existing direct deposit records.
As permitted under Minnesota Statute 16A.17, subd. 10, all new employees must sign up for full (100%) direct deposit.  See Payroll Operating Policy and Procedure, PAY0001, Direct Deposit of Employee Pay, Policy - Direct Deposit Requirement.
Employees may submit direct deposit changes to agency staff for input in SEMA4 or may add and update their direct deposit record in Self Service.  You are able to view employee-entered records in SEMA4.
NOTE
If an employee wants to add a new direct deposit account or modify an existing one and will be transferring any of his/her pay from that account to a financial institution outside of the U.S.A., the employee must send a Payroll Direct Deposit Authorization (form FI-00381) to his/her payroll office for processing. Employees cannot enter these transactions in Self Service.
If agency staff receive a Payroll Direct Deposit Authorization form with the "Transferring Funds?" check box selected, the form must be forwarded to Statewide Payroll Services for processing. Agencies cannot enter these transactions in SEMA4.
Employees and agencies are able to view and clear the transferring of pay check box when the transfer of pay has ended.
Direct Deposit Authorization Form
When an employee submits a Payroll Direct Deposit Authorization form to begin direct deposit or to make changes to existing direct deposit records, you add or update direct deposit records in SEMA4 using information from this form.  The employee provides the financial institution and account numbers.  Direct deposit records distribute either a percentage or a specific amount of net pay to one or more accounts.
Guidelines for Establishing Direct Deposits
The following guidelines apply to establishing direct deposits:
· When a direct deposit distribution is set up as a percentage of net pay, the total percentages cannot exceed 100 percent.
· An employee can have a maximum of ten concurrent direct deposit distribution rows.

· There cannot be excess net pay after distribution to all of the direct deposit records is complete.  Therefore, one account must always be designated to receive either 100 percent of net pay or the balance of net pay.  
NOTE: In some instances, there may be less net pay available than the amounts designated for distribution.  Available funds are distributed to accounts in priority order.
Deadline
Direct deposit changes entered in SEMA4 by Friday morning of payroll processing week, with an effective date on or before the next biweekly paycheck, will be effective on that paycheck.
How Direct Deposits are Processed
Statewide Payroll Services creates the direct deposit file two days before payday.  The file is delivered to the state's bank, where it is distributed to separate financial institutions.
Financial institutions distribute funds to employees' accounts sometime on payday.  If employees have questions regarding the timing of deposits, they should contact their financial institutions.  Similarly, if an employee has a problem with a deposit on payday (for example, the ATM does not reflect the deposit), the employee should contact the direct deposit representative at their financial institution.
Future Effective Dates
When entering direct deposit records, use the current date as the effective date unless you are setting up a direct deposit record for the future.  Direct deposit starts with the first paycheck (either on-cycle or off-cycle) on or after the effective date, provided that the record is entered prior to pay calculation for that paycheck. 
The final pay calculation for the regular biweekly paycheck occurs on the weekend following the pay period end date.  To be sure that the desired results are achieved, the effective date should be the pay period end date for the payday on which you want the direct deposit to start.  For example, on October 7, 2008, you enter a future-dated direct deposit record that is to start on the payday December 19, 2008.  The effective date you should use is December 9, 2008 (the pay period end date for that payday).
Priority of Direct Deposit Records
When setting up a direct deposit record with more than one distribution, the assigned priority number of each direct deposit record determines the order in which the funds are distributed from net pay.
The following examples illustrate how distribution of net pay is affected by priority.
Example 1:
	Priority
	Account Type
	Deposit Type
	% Net Pay/ Amount

	1
	Checking
	Percent
	75%

	2
	Savings
	Balance
	blank


If the employee’s net pay is $500.00, $375.00 is deposited into checking, and $125.00 is deposited into savings. 

Example 2:
	Priority
	Account Type
	Deposit Type
	% Net Pay/ Amount

	1
	Checking
	Amount
	$300

	2
	Savings
	Amount
	$200

	3
	Checking 
	Balance
	blank


If the employee’s net pay is $500.00, $300.00 is deposited into checking, and $200.00 is deposited into savings. 
If the employee’s net pay is $550.00, $300.00 is deposited into checking, $200.00 is deposited into savings, and the remaining $50.00 is deposited into checking.  
If the employee’s net pay is $100.00, $100.00 is deposited into checking, and none is deposited into savings.
Employees Returning to State Service
Direct deposit records are not automatically deleted when an employee goes into leave or terminated status. If an employee who has direct deposit returns from leave or terminated status, direct deposit will resume on the first check the employee receives. Agencies should make employees aware of this process.

[image: puzzle pieces with ?]Review Questions
1. When you set up direct deposits as a percentage of net pay, can the total percentages exceed 100 percent?
	
2. How many accounts can be set up to receive the balance of net pay?
	
3. What is the maximum number of concurrent direct deposit distribution rows an employee can have at one time?
	
4. True or False. Direct deposit records are automatically deleted when an employee is in a leave or terminated status.
	

[image: puzzle pieces review answers]Review Answers
1. When you set up direct deposits as a percentage of net pay, can the total percentages exceed 100 percent?
Answer:  No, the total percentages cannot exceed 100 percent.
2. How many accounts can be set up to receive the balance of net pay?
Answer:  One.
3. What is the maximum number of concurrent direct deposit distribution rows an employee can at one time?
Answer:  Ten.
4. True or False. Direct deposit records are automatically deleted when an employee is in a leave or terminated status.
Answer:  False
Direct deposit records are not automatically deleted when an employee goes into leave or terminated status. If an employee who has direct deposit returns from a leave or is rehired, direct deposit will resume on the first check the employee receives. Agencies should make employees aware of this process.
Continue to the next topic, Adding a Direct Deposit Record.
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[image: ]Walk-Through: Adding a Direct Deposit Record With a Single Distribution 
A new employee, John Doe, has completed his Payroll Direct Deposit Authorization form. 
· He wants all of his net pay direct deposited into his checking account.
· The “Transferring Funds?” check box is not selected.
Reminder: If the employee had selected the "Transferring Funds?" check box on the Payroll Direct Deposit Authorization form, agency staff would forward the form to Statewide Payroll Services for processing. Agency staff cannot enter these transactions in SEMA4.
Use the following steps to add Mr. Doe’s direct deposit record. 
	Action
	Result

	1. Sign into the SEMA4 User Training Database using your training user ID and password.
	Home displays

	2. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	3. In the Name field, enter Doe,John. 
· 
Click the Search  button.
· The word “Processing” displays in the upper right side of the page while the search is going on.
	Search Results display

	4. From Search Results, select the Name that begins with your two-digit code.
	Request Direct Deposit page displays

	Field Name and Description
	Field Data

	5. In the Effective Date field, accept the default of today’s date or enter the date you want the direct deposit to begin.
	Accept the default of today’s date

	6. 
In the Status field, click the combo box arrow  button and select the value that indicates the record is active.
	Active

	7. In the Bank ID field, enter the financial institution’s identification number. Bank IDs are 9-digit numbers.
	091000022

	8. In the Account Type field, select the type of account.
	Checking

	9. In the Deposit Type field, select the type of deposit..
	Balance of Net pay

	10. In the Net Pay Percent and Net Pay Amount fields, enter the percentage or amount of net pay the employee wants deposited into the account.  Since Balance was selected in the Deposit Type field, these fields remain blank.
	empty cell




	
Field Name and Description
	Field Data

	11. In the Priority field, indicate the order in which funds should be deposited in the accounts. 
· If you are adding one direct deposit to one account for the employee, enter 1. 
· If you are adding more than one direct deposit, type the appropriate priority of this direct deposit record, such as 1, 2 or 3.
	1

	12. In the Account Number field, enter the employee’s checking account number.
	132435465768

	13. Click the Save [image: ] button.
	Record is saved


Your page should look similar to this:
[image: ]

Bank name and address information may, or may not, display when the Bank ID field is completed.  
Since the prenotification process has been discontinued, the Prenotification Required check box is no longer used and it will automatically default to blank when a record is saved. Additionally, the Prenote Date field defaults to blank, and the Prenotification Status field defaults to Not Submtd when a new record is added.
[image: ]Adding a Direct Deposit Record with Multiple Distributions 
Allen Neuman, an employee who currently does not have direct deposit, has completed his Payroll Direct Deposit Authorization form. He wishes to add the following direct deposit distributions:
· $300 to a checking account, priority 1
· $200 to a savings account, priority 2
· Remaining balance to a second checking account, priority 3
The effective date is today.
The “Transferring Funds?” check box is not selected.
Use the following steps to add Mr. Neuman’s direct deposit records.
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	3. 
In the Name field, enter Neuman,Allen. Click the Search  button.
	Search Results displays

	4. From Search Results, select the Name that begins with your two-digit code.
	Request Direct Deposit page displays

	Field Name and Description
	Field Data

	5. In the Effective Date field, accept the default of today’s date or enter the date you want the direct deposit to begin.
	Today’s date

	6. In the Status field, indicate the record is active.
	Active

	7. In the Bank ID field, enter the financial institution’s identification number.
	091904856

	8. In the Account Type field, select the type of account.
	Checking

	9. In the Deposit Type field, select the deposit type.
	Amount

	10. In the Net Pay Amount field, enter the amount of net pay the employee wants deposited into the account.
	300.00

	11. In the Priority field, indicate the order in which funds should be deposited in the accounts.
· If you are adding more than one direct deposit, type the appropriate priority of this direct deposit record, such as 1, 2 or 3.
	1

	12. In the Account Number field, enter the employee’s checking account number.
	112233445566




	Field Name and Description
	Field Data

	You have added a direct deposit record for the checking account.  Remember, Allen Neuman also wants $200 of his net pay distributed to his savings account.  Use the following steps to add the direct deposit record for the savings account:

	1. Under the Distribution Information header bar, click the Add a row [image: add a row button] button to add another direct deposit record with the same effective date.
	New row displays

	2. In the Bank ID field, enter the financial institution’s identification number.
	096010415

	3. In the Account Type field, select the type of account.
	Savings

	4. In the Deposit Type field, select the type of deposit.
	Amount

	5. In the Net Pay Amount field, enter the amount of net pay the employee wants deposited into the account.
	200.00

	6. In the Priority field, indicate the order in which funds should be deposited in the accounts.
	2

	7. In the Account Number field, enter the employee’s savings account number.
	098765432122

	You have added a direct deposit record for the savings account.  Remember, Allen Neuman also wants any remaining balance of his net pay distributed to a checking account.  Use the following steps to add the direct deposit record for this checking account:
	not applicable

	1. Under the Distribution Information header bar, click the Add a row [image: add a row button] button to add another direct deposit record with the same effective date.
	New row displays

	2. In the Bank ID field, enter the financial institution’s identification number.
	091904856

	3. In the Account Type field, select the type of account.
	Checking

	4. In the Deposit Type field, select the deposit type.
	Balance of Net Pay

	5. In the Net Pay Percent and Net Pay Amount fields, enter the percentage or amount of net pay the employee wants deposited into the account.
	Since balance was selected in the Deposit Type field, these fields remain blank

	6. In the Priority field, indicate the order in which funds should be deposited in the accounts.
	3

	7. In the Account Number field, enter the employee’s checking account number.
	098765432199

	8. Click the Save [image: ] button.
	Record is saved



Click the View All [image: View All link picture] link. Your page should look similar to this:
[image: ][image: ][image: ]

[image: puzzle pieces with ?]
Review Questions
Answer the following questions:  
1. If you select a Deposit Type of Percent, you must also enter a value in which field?
	
2. SEMA4 edits the Bank ID field to be certain it includes exactly 	 digits. 
3. If an employee has selected the "Transferring Funds?" check box on the Payroll Direct Deposit Authorization form, what special processing is required?
	.
	.
	.

[image: puzzle pieces review answers]Review Answers
Check your answers:
1. If you select a Deposit Type of Percent, you must also enter a value in which field?
Answer:  Net Pay Percent
2. SEMA4 edits the Bank ID field to be certain it includes exactly _____ digits.
Answer:  9
3. If an employee has selected the "Transferring Funds?" check box on the Payroll Direct Deposit Authorization form, what special processing is required? 
Answer:  Agency staff must forward the form to Statewide Payroll Services for processing. Agency staff cannot enter these transactions in SEMA4.
If you are unable to answer these questions, go back and review the materials you just covered in this first topic before attempting the exercise that follows.

[image: Placing last puzzle piece in place]Adding a Direct Deposit Record with Multiple Distributions
Exercise
Use the inforlmation contained in the following scenario to practice adding direct deposit records.
Victoria Vance has just turned in a completed Payroll Direct Deposit Authorization form. It indicates she wants $200 deposited to her checking account at the credit union each pay period.  She wants 75% of the remainder of her net pay deposited to a bank checking account, and the balance deposited to a bank savings account. She will not be transferring any funds to a financial institution outside of the U.S.A.
If needed, use the step-by-step instructions in the previous walk-throughs to complete this exercise.
	Banking Information for the Victoria Vance Exercise

	Name, effective date, and status
	Name:	Vance,Victoria (Remember to select the Name that includes your two-digit training ID)
Effective Date:	Today
Status:	Active

	Credit Union 
Checking Account
	Bank ID	296076301
Account Type	Checking
Deposit Type	Amount
Net Pay Percent	blank
Net Pay Amount	200.00
Priority 	1
Account Number	112233445566

	Bank
Checking Account
	Bank ID	091015224
Account Type	Checking
Deposit Type	Percent
Net Pay Percent	75
Net Pay Amount	blank
Priority 	2
Account Number	102938475612

	Bank
Savings Account
	Bank ID	091015224
Account Type	Savings
Deposit Type	Balance of Net Pay
Net Pay Percent	blank
Net Pay Amount	blank
Priority 	3
Account Number	203948576124



Your page should look similar to this:
[image: ][image: ][image: ]

Continue to the next topic, Updating a Direct Deposit Record.
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[image: Read-Through picture]Employees with existing direct deposit records may request changes at any time.  When you receive a Payroll Direct Deposit Authorization form with a change request, you add a new effective date and update the existing record(s).
After completing this topic, you will be able to:
· Update existing direct deposit information
· Add direct deposit information to an existing record
· Delete existing direct deposit information
Direct deposit records are effective-dated.  You may add a future effective-dated direct deposit record in order to make changes effective in the future.
If an employee submits a Payroll Direct Deposit Authorization form indicating s/he is no longer transferring funds to a financial institution outside of the U.S.A., agency staff are able to clear the transferring of pay check box.
[image: ]Updating a Direct Deposit Record 
In this walk-through you will update the employee’s current direct deposit record.
Allen Neuman has completed his Payroll Direct Deposit Authorization form. He has just applied for a loan and needs to increase the amount direct deposited to his checking account.  He currently has $300 distributed to one of his checking accounts.  He wants to increase the amount to $350 effective one month from today. The “Transferring Funds?” check box is not selected.
Use the following steps to process Mr. Neuman’s request.
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	3. 
In the Name field, enter Neuman,Allen. Click the Search  button.
	Search Results display

	4. From Search Results, select the Name that begins with your two-digit code.
	Request Direct Deposit page displays

	5. Under the Deposit Information header bar, click the Add a row [image: add a row button] button to add a new effective-dated record.
	A copy of the current direct deposit record is created



	
Field Name and Description
	Field Data

	6. In the Effective Date field, accept the default or enter the date you want the direct deposit to begin.
	Enter the date one month from today

	7. In the Status field, accept the value Active.
	none

	8. On the Distribution Information header bar, click the View All [image: View All link picture] link to view all the distribution records.
	none

	9. Navigate to the checking account record currently receiving $300 per payday.
	none

	10. In the Net Pay Amount field enter the new amount of net pay the employee wants deposited into the account.
	350.00

	11. Click the Save [image: ] button.
	Record is saved


Your entry should look similar to what you see on the next page.

Your page should look similar to this:
[image: ][image: ][image: ]

[image: ]
Using SEMA4 Help
Access SEMA4 Help to review the Payroll Operating Policy and Procedure related to direct deposit.
Use the following steps to access SEMA4 Help for a particular policy and answer the questions.
	Action
	Result

	1. On the Navigational Header, click the Help [image: Help link picture] link to access SEMA4 Help.
	SEMA4 Help Contents displays

	2. Select Operating Policies and Procedures.
	Operating Policies and Procedures displays

	3. Under Payroll Policies and Procedures, select Listed Numerically.
	Payroll Policies and Procedures – Numerical List displays

	4. Select PAY0001 – Direct Deposit of Employee Pay.
	Direct Deposit of Employee Pay Operating Policy and Procedure displays

	5. Under Policy, select Direct Deposit Process.
	Direct Deposit of Employee Pay Policy – Direct Deposit Process displays

	6. Review the information and answer the following questions.
	none

	7. Exit SEMA4 Help.
	none



[image: puzzle pieces with ?]Review Questions
1. Is net pay direct deposited on off-cycle payrolls?
	
2. True or False? Generally, direct deposit records entered by Friday morning of payroll processing week will be effective with the next payday.
	
3. True or False? Financial institutions must post direct deposits by noon on the issue date.
	
[image: puzzel pieces review answers]Review Answers
1. Is net pay direct deposited on off-cycle payrolls?
Answer: Yes
2. True or False? Generally, direct deposit records entered by Friday morning of payroll processing week will be effective with the next payday.
Answer: True.  As long as the effective date of the record is not future effective-dated.
3. True or False? Financial institutions must post direct deposits by noon on the issue date.
Answer: False.  They may post direct deposits at any time on that date.

[image: ]Updating a Direct Deposit Record
John Doe has returned from paternity leave. He has completed his Payroll Direct Deposit Authorization form. 
Effective two months from today he wants $25 of his net pay to go directly to a savings account he established for his new daughter.  The remainder will go to his existing checking account. The “Transferring Funds?” check box is not selected.
Use the following steps to process Mr. Doe’s request.
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	3. In the Name field, enter Doe,John. 

Click the Search  button.
	Search Results display

	4. From Search Results, select the Name that begins with your two-digit code.
	Request Direct Deposit page displays

	5. Under the Deposit Information header bar, click the Add a row [image: add a row button] button to add a new effective-dated direct deposit record.
	A copy of the direct deposit record is created

	Field Name and Description
	Field Data

	6. In the Effective Date field, accept the default or enter the date you want the direct deposit to begin.
	Enter the date two months from today

	7. In the Status field, accept the value Active.
	none

	8. On the existing direct deposit record, change the Priority field.
	2

	9. Under the Distribution Information header bar, click the Add a row [image: add a row button] button to add a new direct deposit record.
	none

	10. In the Bank ID field, enter the financial institution’s routing number.
	091000022

	11. In the Account Type field, select the type of account.
	Savings

	12. In the Deposit Type field, select the deposit type.
	Amount

	13. In the Net Pay Amount field, enter the amount of net pay the employee wants deposited into the account.
	25.00

	14. In the Priority field of the new record, indicate the order in which funds should be deposited in the accounts.
	1

	15. In the Account Number field, enter the employee’s savings account number.
	1432567843

	16. Click the Save [image: ] button.
	Record is saved



Warning:  Having the correct priority for each direct deposit record is critical.  In this example, $25 will be distributed to the new record first.  The remaining net pay will be distributed to the checking account.  If the $25 savings account record had a higher numbered priority than the checking account, there would be no pay to distribute to the savings account since 100% of net pay would have already been distributed to the checking account.
Your page should look similar to this:
[image: ][image: ]


[image: ]Deleting a Direct Deposit Record 
In the following walk-through, you will learn how to delete direct deposit information and then change existing direct deposit information.
Allen Neuman wants to change his direct deposit record effective three months beyond the date of the latest record.  Currently, he has $350 to a checking account, $200 to a savings account, and the remainder to a second checking account.  He wants to stop the direct deposit to his savings account and change the amount of his net pay distributed to the priority #1 checking account to $312.75.  The “Transferring Funds?” check box is not selected.
Use the following steps to process Mr. Neuman's request:
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	3. In the Name field, enter Hill,Thomas. 

Click the Search  button.
	Search Results display

	4. From Search Results, select the Name that begins with your two-digit code.
	Request Direct Deposit page displays

	5. Look at the name at the top of the page.  It is Thomas Hill.  This is NOT the correct employee, Allen Neuman.
	none

	6. At the bottom of the page, click the Return to Search [image: ] button.
	Request Direct Deposit search page displays

	7. Click the Clear [image: ] button.
	none

	8. 
In the Name field, enter Neuman,Allen. Click the Search  button.
	Search Results display

	9. From Search Results, select the Name that begins with your two-digit code.
	Request Direct Deposit page displays

	10. Under the Deposit Information header bar, click the Add a row [image: add a row button] button to add a new effective-dated direct deposit record.
	A copy of the direct deposit record is created



	Field Name and Description
	Field Data

	11. In the Effective Date field, accept the default or enter the date you want the direct deposit to begin.
	Date three months beyond the date of the latest record

	12. In the Status field, accept the value of Active.
	none

	13. On the Distribution Information header bar, navigate so that the savings account record with the $200 amount displays.  
	none

	14. Under the Distribution Information header bar on the record with the savings account with the $200 amount, click the Delete a row [image: delete a row button] button.
	A message displays asking if you want to delete the current row

	15. 
Click the OK  button.
	The direct deposit record to the savings account is deleted

	16. On the Distribution Information header bar, navigate to the checking account with the priority #1.
	none

	17. In the Net Pay Amount field, enter amount of net pay the employee wants deposited into the account.
	312.75

	18. Click the Save [image: ] button.
	Record is saved


Your page should look similar to this:
[image: ][image: ]


[image: puzzle pieces with ?]Review Questions
1. When deleting existing direct deposit information, which button do you click?
	
2. If you wanted to add another direct deposit distribution record, which button do you click?
	
3. In the walk-through for adding additional direct deposit information for John Doe, why did you change the priority numbers of the direct deposit information?
	.
	.
	.
4. What are the three steps you take to update direct deposit information?
	.
	.
	.


[image: puzzle pieces review answers]Review Answers
1. When deleting existing direct deposit information, which button do you click?
Answer:  Click the Delete a row [image: delete a row button] button to delete information.
2. If you wanted to add another direct deposit distribution record, which button do you click?
Answer:  Click the Add a row [image: add a row button] button to add information.
3. In the walk-through for adding additional direct deposit information for John Doe, why did you change the priority numbers of the direct deposit information?
Answer:  The priority was changed because the existing priority would not result in a direct deposit to his daughter's savings account.  Because the direct deposit type on the checking account record was balance, all net pay would be distributed to checking if the checking information was priority 1 and the savings information was priority 2.
4. What are the three steps you take to update direct deposit information?
Answer:  To update direct deposit information you:
1. Insert a new effective-dated row.
2. Update the direct deposit information.
3. Save the updated direct deposit record.
If you are unable to complete the questions without looking at the answers, you should review the walk-throughs and materials you have just completed before continuing.

[image: placing the last piece in place]Updating a Direct Deposit Record 
Exercise
In this exercise you will practice changing, adding and deleting direct deposit information.  John Doe wants to discontinue his savings account direct deposit and have all of his net pay deposited to his checking account. He will not be transferring any funds to a financial institution outside of the U.S.A.
Use the information below and the step-by-step instructions from the previous walk-throughs to update John’s direct deposit information.
	Table with John Doe information needed for the Exercise

	Name
	Doe,John 	(Remember to select the Name that includes your two-digit training ID)

	Effective Date
	Five months from today

	Status
	Active

	Savings Account
	Priority: 1   Delete this direct deposit record.

	Checking Account
	Priority: 2   No Change


Your page should look similar to this:
[image: ]


Important things to remember when updating direct deposits:
· Be aware of how changes might be affected by the timing of when the transaction is entered.  Make sure the employee understands that (as a general rule) if the change is made by Friday noon of the payroll processing week, it will be effective on the next check.
· There cannot be excess net pay after distribution to all of the direct deposit records is complete.  Therefore, one account must always be designated to receive either 100 percent of net pay or the balance of net pay.  
· Update any distribution information affected by the change, specifically with regard to priority numbers. For example, change the priority of distribution information or indicate an account to receive the balance of net pay.
Continue to the next topic, Viewing Direct Deposit Information.
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[bookmark: _Toc358109626]Section 5 - Viewing Direct Deposit Information
In this topic you will learn how to look up the direct deposit records established for an employee and view net pay distribution amounts in the Review Paycheck - All component.  The Review Paycheck – All component is used frequently to answer questions about employees’ pay.  Remember, any adjustments that reduce or increase pay will affect the amount available for direct deposit.
[image: ]Viewing Direct Deposit Information
An employee in your department, Justin Case, wants to know how his direct deposits have been set up because he is confused about the direct deposits on his last paycheck.
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Pay Distribution > Request Direct Deposit.
	Request Direct Deposit search page displays

	3. 
In the EmplID field, enter 00847000 Click the Search  button.
	Request Direct Deposit page displays

	4. On the Distribution Information header bar, click the View All [image: View All link picture] link.
	Distribution records display

	5. View the direct deposit record to answer the questions that follow.
	none


Assume that Justin Case’s net pay is $1000.00.
In the table below, record the information you find in each direct deposit record.  (NOTE:  Disregard the record with priority 999.)
	Priority
	Account Type
	Deposit Type
	Net Pay Percent 
or
Net Pay Amount
	Amount to be deposited

	empty cell
	empty cell
	empty cell
	empty cell
	empty cell

	empty cell
	empty cell
	empty cell
	empty cell
	empty cell

	empty cell
	empty cell
	empty cell
	empty cell
	empty cell


Check your answers on the next page.

Answers
	Priority
	Account Type
	Deposit Type
	Net Pay Percent 
or
Net Pay Amount
	Amount to be deposited

	1
	Checking
	Percent
	60%
	$600.00

	2
	Savings
	Amount
	$50.00
	$  50.00

	3
	Savings
	Balance of Net Pay
	blank
	$350.00 




[image: ]Viewing Paycheck Information 
William Elliot has asked you to look up and verify the distribution of the net pay for a recent paycheck to determine the amounts deposited in each account.
Use the following steps to access and view his paycheck distributions:
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Pay Distribution > Review Paycheck - All.
TIP
This component displays paycheck data for current employees as well as former employees during the time that they were paid by your agency. Paychecks prior to those available on the Review Paycheck-All component have been archived. Use the Review Archived Paycheck-All component to view paycheck information. 
	Review Paycheck - All search page displays

	3. 
In the Empl ID field, enter 00847978 and click the Search  button.
	Search results displays

	4. Select the paycheck for pay period ending 06/05/2012.
	Paycheck Earnings page displays

	5. Click the Paycheck Deductions page tab.
	Paycheck Deductions page displays

	6. On the Net Pay Distribution header, click the Expand arrow [image: ] button.
	Direct deposit information displays

	7. View the direct deposit information and complete the table below.
	none


Determine the direct deposit account types and distribution amounts for William Elliot.
	Account Type
	Amount 

	empty cell
	empty cell

	empty cell
	empty cell


Check your answers on the following page.

Answers
	Account Type
	Amount 

	Checking
	600.00

	Savings
	757.70


[image: puzzle pieces with ?]Review Questions
1. On which paycheck page are net pay distribution amounts displayed?
	
2. What kind of changes will alter the amount of an employee’s deposit?
	
3. Can you think of another page that displays direct deposit distributions?
	
Check your answers on the following page.

[image: puzzle pieces review answers]Review Answers
1. On which paycheck page are net pay distribution amounts displayed?
Answer:  You can view dollar amounts of net pay distributions on the Paycheck Deductions page.
2. What kind of changes will alter the amount of an employee’s deposit?
Answer:  Any change in the amount of the employee’s pay, deductions, or taxes will alter the amount. 
3. Can you think of another page that displays direct deposit distributions?
Answer:  Paystub page 

Important things to remember about direct deposit and employee paychecks:
· An employee’s direct deposit distribution will be applied to ALL checks the employee receives, including off-cycle checks.
· Direct deposits are in employee accounts sometime on the check’s issue date.  Employees should contact their financial institutions regarding timing of deposits and availability of funds from ATM locations.
· Employees who receive business expenses in addition to regular pay will see the following impact resulting from their direct deposit distribution:
· If a direct deposit record includes a row with a dollar amount, the check combines regular pay and business expenses. There will be one direct deposit transmission and one paystub. 
· If a direct deposit record includes only percentages and/or balance, business expenses will be separated from regular pay and will be paid on a separate check. There will be two direct deposit transmissions and two paystubs.
· Paystub information (including direct deposit distributions) is available in Self Service the business day after the final pay calculation for the paycheck. Holidays or other special situations may cause variations in this schedule.
Sign out of the User Training database and continue to the next topic, Conclusion.
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[bookmark: _Ref18110912][bookmark: _Ref18115120][bookmark: _Toc358109627]Section 6 - Conclusion
Summary
In this guide, you learned how to process direct deposit transactions.  You learned how to add a direct deposit record as well as update and discontinue records.  You also learned how to view historical records and net pay distribution by pay period.
Objectives
This guide included the following topics:
· Adding a Direct Deposit Record
You learned to add employee direct deposit records to one or more financial institutions/accounts.
· Updating a Direct Deposit Record
You learned to update an existing direct deposit record by adding and deleting a direct deposit distribution and by changing the priority and dollar amount.
· Viewing Direct Deposit Information
You learned to view direct deposit information on the Direct Deposit and Paycheck Deductions pages.
Evaluation Form
Please complete the Evaluation form on the next page and return it to Statewide Payroll Services. 
Thank you for participating!
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[bookmark: _Ref18117733][bookmark: _Toc358109628]Evaluation
Direct Deposit
Your Name (Optional)		Date	
Agency 	
Check the box which best describes what you learned.
	CONCEPTS
	I FULLY UNDERSTAND
	I AM SLIGHTLY CONFUSED
	I DO NOT UNDERSTAND
	WAS NOT ADDRESSED

	Deposit Type Guidelines
	blank
	blank
	blank
	blank

	Deadline for Processing Direct Deposits
	blank
	blank
	blank
	blank

	Priority of Direct Deposit Records
	blank
	blank
	blank
	blank



	PROCESSES
	I FULLY UNDERSTAND
	I AM SLIGHTLY CONFUSED
	I DO NOT UNDERSTAND
	WAS NOT ADDRESSED

	Add Direct Deposit
	blank
	blank
	blank
	blank

	Update Direct Deposit
	blank
	blank
	blank
	blank

	Delete a Direct Deposit Record
	blank
	blank
	blank
	blank

	View the Paycheck Deductions page
	blank
	blank
	blank
	blank


In what three ways will you apply what you have learned in this guide?
1.
2.
3.
Comments?
Thank you!
Please mail this completed form
[bookmark: _GoBack]to the address on the front page,
or fax it to 651-296-8325.
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