m COLUMBIA UNIVERSITY

Direct Deposit Online Instructions — Job Aid

Purpose:
The purpose of this job aid is to provide you with the steps to add, edit or inactivate your direct deposit information.

STEP. .. ACTION.. .. RESULT . ..

Access Direct Navigate to myColumbia portal @ https://my.columbia.edu. You accessed Direct
Deposit Click “Log in Now”. Deposit within Self
Log in with your UNI and Password. Service in PAC.
Click on the “Faculty & Staff” tab.

Click “View Your Direct Deposit Information” within the Self-Service section.

S

myColumbia Portal PAC Links

Help Email -

Welcome to the
New myColumbia

Log In Now

MYCOLUMBIA Selltsanies

Faculty and Staff - R Manager Resources :
l « View Your Direct Deposit ’<‘= Direct Deposit
Information

* View or Change Your
Benefits Information

o HRE Forms
* Update Your Personal
Information
* View Your Tax Information
o My W-2
« Verify Your Employment at
Columbia
o About Employment
Werification

« NYS Law 195 Pay Rate
Motice
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http://managers.hr.columbia.edu/tig/PAC
https://my.columbia.edu/

m COLUMBIA UNIVERSITY

STEP . .. ACTION.. .. RESULT ...
To Add 1. Click the “Add Account” box to add your bank information.
Direct
Deposit
Information
Direct Deposit
Babs Bunny
Feviewe, add or update your direct deposit information.
Direct Deposit Detail
Account Routing Number Account Number Deposit Type Amt'Pct Depaosit
Type Order
{ )
Save | l Add Account IJ
Direct Deposit
Add Direct Deposit
Babs Bunny
Routing Number: I
Account Number: I Confirm Accountl
*Account Type: I 'l
*Deposit Type: I 'l
Amount or Percent:l
Deposit Order: I (example: 1 =first account processed)
Ok |
Return to Direct Depaosit
* Required Field
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m COLUMBIA UNIVERSITY

STEP.. .. ACTION. . . RESULT ...
2. Enter the routing number of your bank. The bank’s routing number is at the bottom of your
check.
a. If you are depositing into a savings account, please contact your bank for its routing
number.
Routing Number: | View check example
~heck Example
9995
HH599959599 #5959 9959 S99« 5594949
1 2
1 - Routing Humber
2 - Account Number
Ok Cancel
3. Enter your Account Number twice.
Account Number: Confirm Account
4. Selectthe Account Type (type of bank account) from the drop down box.
“Account Type: j
. . Checking
Deposit Type: Savinas
Direct Deposit _Job Aid March 2012 Page 3 of 7




m COLUMBIA UNIVERSITY

STEP. ..

ACTION.. ..

RESULT . ..

5. Select the Deposit Type.
a. Use adeposit type of “Percent” when indicating a percent to deposit.
b. Use a deposit type of “Balance” only if depositing into two accounts where an “amount”
is used for the 1% account and the “balance” is used for the 2" account.

*Deposit Type: j
Armount
Amount or Percent: gajance
Percent
Deposit Ordern:

6. Enter the amount or percent of your deposit.

Amount/Percent:

7. Enter the Deposit Order.

a. If depositing into two accounts, designate one of the accounts as the first account to
have money deposited into, and the other account as the second account to have
money deposited into.

8. Review your information and click when entry is complete.

Deposit Order: | (exarnple: 1 =first account processed)

0] 4 |

=13
Babs Bunny
Routing Number: |021DDDDBB ‘iew check example
Account Number: |123f156?89 Confirm Account 123456789
*Account Type: I Checking j

*Deposit Type: I Percent vl
Amount or Percent:l'lDD.DD

Deposit Order: |1 (example; 1 =first account processed)

=n

> 4
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m COLUMBIA UNIVERSITY

STEP. ..

ACTION.. ..

RESULT . ..

You will then be at the confirmation page.

9. Click “Save”. The system will confirm that your information has been saved successfully.

Direct Deposit

Babs Bunny

Review, add or update your direct deposit information.
Direct Deposit Detail

Account Routing Number Account Number Deposit Type Amt/Pct Deposit
Type Order
021000089 123456789 Percent 100% 1
Save | Add Account

10. Click the yellow [OK] box.

a. A message will also be sent to your Columbia email verifying that you have added,
edited or deleted bank information to your direct deposit record.

Direct Deposit
Save Confirmation

‘/ The Save was successiul.

|

weever, due to timing, your change may not be reflected on the nest pavcheck.

11. Review your information and if a correction is needed, click the “Edit” box.

12. To add a second direct deposit account, click “Add Account” and enter the information for the
2" account.

Direct Deposit
Babs Bunny

Revienw, add or update your direct deposit information.
Direct Deposit Detail

Account Routing Number  Account Number Deposit Type Amt/Pct Deposit

Type Order(”

Checking 021000089 123456789 Percent 100% 1 Edit Delete
Save | Add Account L

You
successfully
entered your
direct
deposit
information.
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m COLUMBIA UNIVERSITY

STEP. .. ACTION. .. RESULT ...
View Your 1. To view your direct deposit information, click on “Direct Deposit” within the “Payroll and You viewed
Direct Compensation” menu. your direct
Deposit 2. To sign out of Self Service, click “Sign Out” in the upper right hand corner. deposit
Information information
/ Sign Out PAC 7N and signed
EST. 2004 ',,] _Home Add to Favorites out of Self
g Service.
ISearch: Main Menu >
— _§_—_—_ © N 5 Self Service
Mavigate to your self service information and activities
ersonal Information ‘ = | Personal Information [3—] Payroll and Compensation
> Payroll and Compensation “ﬂ Review and update your personal information [T ]J Review your pay and compensation histony Update your direct
3 - = Personal Information Summan ﬂ_EpDS\I and other deduction or contribution information
= Home and Mailing Address B view Paycheck
= Phone Numbers S Direct Deposit
B Email Addresses =] Compensation History
=] Emergency Contacts =1 W4 Tar Information
=] Ethnic Groups
ToChange |1 Navigate to myColumbia portal @ https://my.columbia.edu.
Existing 2. Click “Log in Now”.
Direct 3. Log in with your UNI and Password.
Deposit 4. Click on the “Faculty & Staff” tab.
Information | 5 Cjick “View Your Direct Deposit Information” within the Self-Service section.
—D_Access a. Once you click on “View Your Direct Deposit Information” link, your Direct Deposit
Irect. data record in PAC appears.
Deposit
6. Click the “Edit” box to edit your deposit and/or bank information.
7.

Click the “Delete” box to remove your deposit and/or bank information.

Direct Deposit

Babs Bunny

Review, add or update your direct deposit information.

Account . . .\ Deposit

Tvve Routing Number Account Number Deposit Type Amt/Pct Order

Checking 021000033 123456739 Percent 100% 1 [ Edit Delete
|\

Save |

Add Account |

8. Make any necessary changes to the information.
9. Review your changes.
10. Click “OK”.

Direct Deposit
Add Direct Deposit

Babs Bunny

Routing Number: |021272723

Wipw check exarnple

Account Number:  [999395953 Confirm Account W
*Account Type: Savings <
*Deposit Type: Balance e
Amount or Percem:li
i 2 (exarnple: 1 = first account processed)
0K I
~—
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m COLUMBIA UNIVERSITY

\ 0'5 Self Service
] Mavigate to your self service information and activities

[> Personal Information

‘ = ' Personal Information a— | Payroll and Compensation
> Payroll and Compensation Hﬂ Review and update your personal information UUD ]] Review your pay and compensation history Update your diect
. fehrteree ST E— = Personal Information Summary. d_EpE!s\t and other deduction or contribution information

[=] Home 2nd Mailing Address = View Paycheck

= Phone Numbers E5] Direct Deposit

= Email Addresses [5] Compensation History

[=] Emergency Contacts =] W-4 Tax Information

Ethnic Groups

STEP. .. ACTION . .. RESULT . ..
Confirm the | You are now at the confirmation page.
Change(s) 11. Review your information and if you need to make a correction, click “Edit”.
12. If all information is correct, are you are not making additional changes, click “Save”.
Direct Deposit
Babs Bunny
Review, add or update your direct deposit information.
?;;_Zunt Routing Number Account Number Deposit Type Amt/Pct g—‘:(l;gTSit
Checking 021000083 123456789 Amount §500 1 Edit | Delete |
Sangs 21272723 999999999 Balance 2 Edt | Delste |
_ sae | _ AddAccont |
You must hit the SAWE button in order for any changes to take effect
Confirm the | The system will confirm that your information has been saved successfully. You
Change(s) | 13. Click the box. successfully
a. A message will also be sent to your Columbia email verifying that you have added, changgd
edited or deleted bank information to your direct deposit record. your direct
deposit
information.
Direct Deposit
Save Confirmation
V The Save was successiul.
owever, due to timing, your change may not be reflected on the next paycheck.
View Your 1. To view your direct deposit information, click on “Direct Deposit” within the “Payroll and You viewed
Direct Compensation” menu. your direct
Deposit 2. To sign out of Self Service, click “Sign Out” in the upper right hand corner. deposit
Information information
/ Sign Out PAC P and signed
st 200 @ T out of Self
Service.

For assistance or if you have any questions, please submit the question through the HRPC Helpdesk

via the inquiry form (http://hr.columbia.edu/hrpc-inquiry-form) or contact the HRPC Help Desk at 212-
851-2888 Monday — Friday from 9 am — 4 pm.
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