
How to Review and Setup Direct Deposit 

Please follow the below instructions on how to review Direct Deposit information and setup an account for 

Accounts Payable reimbursements. 

 

 

Login into Portal and go to the Staff tab. Then click on the Dashboard Pre-2024 button at the top of the 

screen. 

 

 

 

On the Employee Dashboard click Direct Deposit Information: 

 

The Direct Deposit landing page will provide you with your current account information. Scroll down to 

the Accounts Payable section. 

 

 

To Add Direct Deposit for Accounts Payable, scroll to the bottom of the page to the Accounts Payable 

Deposit section and click on “Add New.” 

Step 1: Go to the Dashboard Pre-2024 

 

Step 2: Go to Direct Deposit Information 

 

Step 3: Add a New Account 
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