How to Add/Update Direct Deposit Information

Quick Reference Guide

How to Add/Update Direct Deposit Information

Purpose: At the University of Calgary, all employees (including managers) are required to enter and
keep their direct deposit information up to date. Doing so ensures that when you are paid,
funds are deposited to the correct bank account.

The University of Calgary is not liable for any misdirected funds where the university relied
on inaccurate or incomplete information.

This reference guide shows you how to add direct deposit information and update that
information if required.

Audience: All University of Calgary employees

Prerequisites: Must be logged in to the myUofC portal to access banking information.

Step 1: Access My Paycheque Page
1.
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Step 2: Add New Account

| Direct Deposit !
As a new employee of the university, you need to enter a new
account for direct deposit.
1. Click the Add Account button to begin the process of N : M S ——
adding direct deposit information. ovens v rr —

Step 3: Verify Your Birthday EE Challenge - Birthday x
1. Enter your Date of Birth and click e e e e e
the OK button.

Note: After 4 incorrect attempts to enter your
date of birth, the system locks you out from
this page.

Contact UService for assistance if this occurs.
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