Reviewing and Changing Your Direct Deposit

1. Log into the ADP Self Service Portal, the Self Service page will display. Select Pay & Taxes
from the menu bar.
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# Toaccess the eTime system, go to the "Time & Attendance" dropdown and select "Welcome" via the
"employee” role

# Toaccess your benefits, select the "Benefits" dropdown via the "employee" role

# Tocheck and update personal information, go to the "Personal Information” dropdown via the "employee” role

= To review or update your tax withholding, direct deposit or to view your pay stubs, select the "Personal
Information" dropdown via the "employee" role

For assistance with this system, please contact your local HR department.

2. Select Direct Deposit from the drop down menu.

3. Click on Add New to add a new bank account for direct deposit or click on an existing,
underlined account to edit or delete.

Account Priority Bank Transit Humber Account Number Deposit Amount
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4. You will need to enter the bank transit number and account number from your check.

Check Example (Do Not Use a Deposit Slip)
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