0 Pay.Net Adding Direct Deposit via ESS Kiosk

1. Adding an account for the first time? Navigate to ‘Direct Deposits’ under the ‘Personal’ tab in the
Employee Self Service Kiosk and click ‘Add Account’.
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Direct Deposit Add Account

PRIMARY ACCOUNT

No Frimary Account exists. Click "Add Account’ to create one.

SECONDARY ACCOUNTS

No Secondary Accounts exists. Click "Add Account to create one.

2. Inthe window that pops up, complete the required information, and click ‘Save’. The information
bubbles will help you identify your Routing and Account numbers, if needed.
Be sure to select the correct ‘Account Type’ (Checking or Savings) and confirm the ‘Name On Account’.
For most setups, you’ll want your entire net check to be deposited into a single account. If this is the
case, be sure to select ‘Percentage’ for the ‘Amount Code’ and enter 100.00 in the field below.
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Create a New Direct Deposit

Add your account information that will receive either your full net paycheck amount or the remainder after all deposits to secondary
accounts (set below) have been made. Add account information for any bank accounts that should receive part{s) of your paycheck

amount
Skip this section if you only have one bank account. /
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0 Pay.Net Adding Direct Deposit via ESS Kiosk

3. Once you click save to add the account, a new window will pop up, prompting you to agree to the digital
authorization agreement. Click ‘/ Agree’ in order to add direct deposit.

Direct Deposit Authorization

| hereby authorize Pay-Net Solutions Inc to provide for direct deposit any salary or wages due me, less any mandatory or authorized

L withholding or deductions therefrom, in the above designated account.

If at any time the amount of salary or wages so deposited exceeds the amount of salary or wages actually due and payable to me, |
hereby authorize Pay-Net Solutions Inc to either:

a. Withhold a sum equal to the overpayment from future salary or wages; or
b. Recover such overpayment from the above-designated account

If Pay-Net Solutions Inc is legally obligated to withhold any part of my wage or salary payment for any reason, or If | no longer meet
eligibility requirements for the Direct Depoesit program, | understand Pay-Net Solutions Inc may terminate my enroliment in the
program. If any action taken by me rasults in nonacceptance of a direct deposit by the designated financial institution, | understand

Pay-Net Solutions Inc assumes no responsibility for processing a supplemental salary or wage payment until the amount of the
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nonacceptance deposit is retumed to Pay-Net Solutions Inc by the financial institution

Helpful Tips

» Be sure to include “Leading Zeros” if you see them in your account number.

» Adding an additional account? Follow the same steps, but make sure your primary account is still set
to 100% of your net check. This means 100% of whatever remains after

additional splits will be deposited there.
> Don't have ESS? Fill out a Direct Deposit Authorization Form Lod "
and submit to your employer. ny

» Go Mobile with our ANDROID APP or |OS APP
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https://pay-net.zendesk.com/hc/en-us/article_attachments/23568675733527
https://play.google.com/store/apps/details?id=com.paynetonline.mobilekiosk&hl=en_US&gl=US
https://apps.apple.com/us/app/pay-net-mypay/id1673153632

