University of Denver

PAYROLL OFFICE

Authorization Agreement for Automated Deposit

I hereby authorize and request The University of Denver Payroll Office to make payment of any amounts owed to me by initiating credit entries to my account and the Bank indicated below (“Bank”).  I hereby authorize and request Bank to accept any credit entries initiated by the University of Denver and to credit all such entries to my account without liability of the correctness of the entries. 

Printed Employee Name




DU  ID#

________________________________________________________________________________________________________________________

Date






Signed








X

          As of July 2009 Payroll no longer prints the Direct Deposit notifications.  

You can retrieve your direct deposit information from the DU web for employees’ site.  This site is user ID and password protected.  (Instructions to access this site and other pay information are available on the DU web site at www.du.edu/hr under Frequently Used Forms. 
It is understood and agreed that I may terminate this provided that written notice is given five business days prior to the payday to the University of Denver’s Payroll Office.

I understand and agree that if an erroneous credit is made to my account that the University of Denver and the bank are authorized to stop payment, reverse the entry or make any adjustments necessary to my account to correct the erroneous entry.   I also understand that my direct deposit will be turned off upon receiving my termination notice with the University of Denver and I will be receiving a regular payroll check for my final payment.

.

	Attach a voided check here  


THIS REQUEST WILL NOT BE PROCESSED

WITHOUT A VOIDED CHECK ATTACHED

How to access my pay information.
1. Log on the WebCentral using your DU ID and passcode (http://webcentral.du.edu/cp/home/loginf)

2. Click on “Employee” tab.

3. Click “Banner Self-Service” in the MyWeb section.

4. Open “Employee” folder.

5. Open “Pay Information” folder.

6. Click on “Sign-up/Update Direct Deposit”.

7. Enter bank account information.

You may also sign-up for direct deposit in the Payroll Office.  
How do I access my pay information through WebCentral?

1. Log on the WebCentral using your DU ID and passcode (http://webcentral.du.edu/cp/home/loginf)
2. Click on “Employee” tab.

3. Click on “Pay Stub” link in the “Employee Information” section.

4. Click “Display” to access and review all pay information.






