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MyBenU Direct Deposit Self Service 

Employees can now enter and modify their direct deposit information by using the following navigation. 

Navigation is: www.ben.edu > click on 3 lines icon in right corner > scroll under “Login Quick Links” to myBenU – PeopleSoft Portal

- www.ben.edu 
- Click on three lines icon in right corner [image: ]
- Click on myBenU icon [image: ]

- Scroll down to Login Quick Links and select myBenU – PeopleSoft Portal
- Login using your daily login credentials
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- Click on “Employee Self Service” 
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- Click on “Direct Deposit” 

[image: ]

· Click on “Add Account” 
· Complete the following fields:
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· Routing Number – For checking account, please see example below on what to enter.  For Savings account you may want to contact your bank to determine what best to enter, if you do not already have that information handy
· Account Number – For checking account, please see example below on what to enter.  For Savings account you may want to contact your bank to determine what best to enter, if you do not already have that information handy

[image: ]
· Account Type – Checking, Issue Check or Savings
· Deposit Type – Amount, Balance of Net Pay or Percent.  Note: If you’re setting up multiple types, please ensure that one is designated as “balance type”
· Amount or Percent – If “Balance” is selected as “deposit type” than this can be left blank
· Deposit Order – A deposit order “1” will be first, deposit order “2” will be second, etc. For deposit type “balance” a deposit order “999” is where it will be defaulted in.  For example, if you select $500 to go to your savings account as a deposit order “1” and the “balance” to go to a checking account, if your net pay for the pay period is only $400, all $400 will be deposited to your savings account because it had a deposit order of “1” or first.
· Read the terms and conditions:
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· Click “submit”
· [bookmark: _GoBack]Review your setup to ensure accuracy or to edit, see example below
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Your Bank Information

Routing Number View Check Example

Distribution Instructions
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Direct Deposit Authorization

I hereby authorize Benedictine Universit, and its payroll service provider, Ceridian, to
deposit my payroll eamings and employee expense reimbursements directy nto
the account(s) and financial institution(s) | have esignated above. In the event that
the University erroneously deposits funds into my account(s), | authorize Benedictine
University and Ceridian to initate debit entries (reversals)to correct the error.
Tunderstand thatitis my responsibilityto verify that funds have been creditedto my
‘account(s) andthat the University assumes no liability for my overdrats for any
reason. | understand thatin the event my financial institution(s) s/are not able to
deposit my payroll and expense reimbursement into my account due to any action |
take, the University cannot issue the funds to me until my financial institution(s)
retumns the funds to Benedictine University.

Iattest,thatthe full amount of my direct depositis not being forwarded to a bank in
‘another country and that if at any point | establish a standing order for my receiving
bankto forward the full irect deposit to a bankin another country, I willinform the
Payroll department immediately.

Iunderstand that this authorization will remain in effect until | change or delete the
information provided. New direct deposits or changes to existing accounts can take.
U102 pay periods totake effect | agree to contact the Payroll department
IMMEDIATELY when a direct deposit bank accountis losed. | understand thatfailure.
to do so may cause my pay to be elayed.

Iagree to the above terms and conditions by checking the box [
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Review your account information to ensure it is accurate. If errors are found, click the edit button to
correct erors, then click save and OK. Below are some examples of how to set up different

1. Setup asingl direct deposit account
+_Choose a deposit type of “Balance the deposit order of 995" il default n
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ASCO pouungumber  Acconttumber DepostType  Amupes
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2. Example, you want $100to g0 nto asavings account and the remainder to g0 nto your checking
account
 Savings account - Choose a deposittype of “Amount”,enter $100 as the amount and choose 1.as
the depositorder.
©_Checting account  Setup s the same as example 1
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3. Example, you want 25% of your et pay to g0 nto your savings account and the remaining amount to
0t0 yourchecing account.
= Savings account - Choose a deposittype of “Percent’, enter 25 for percent, and choose 1.2 the
deposit order.
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4. Same example as number 3, but you want to also receive acheck in the amount of $150.
= Choose Account Type of “Issue Check', enter “Amount” as the deposi type, enter $150as the
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To Edit an Account
= Click the "Edit” button next to the account you would like to edit and change the appliable-
Information: Account Type, Deposittype, Amount/Percent, Routing Number, Account Number, or
Deposit order.
Review your nformation to ensure it s accurate.
Click the checkbor to signify that you agree tothe terms and then click save.
Click 0K

To Delete an account

'+ Click the delete button next tothe account you would e to deete.

= Click the checkbos to signify that you agree to the terms

+ ifyou are sure you want to delte the account,select the "Yes - Delete” button.

« cikox

important!

+ 1fyou modify the routing o account number, it will need to go through  prenote process to erify
that the account nformation that you entered i ali. This process can take up to 2 pay periods for
the direct deposit totake affect. Duringthi time you il receive a ive check forthe amount elated
to the modifed account.

« Payrolls can be submitted several days prior o the payment date. Any eits or deletins of account
Information made afte the payrollsubmission date will e effectve on the next succeeding payroll

aperless Initiative (Pay Statement Print Option)

The “Pay Statement print Option” link allows you to control whether you receive a paper copy of your direct
deposit pay statement or not. Aspart of our paperless initative, we strongly encourage you to choose the ‘D0
not send a paper copy” option. I you do need to print  copy of your pay statemen, please use the S
service paycheck view functionalty.

[ ——————
[Epe———— = o e | oue |

bt vt s o e,

T

o view paycheck through selfservice, navgate to: SelfService > Payrol and Compensation > View Paycheck.
Click thelnk o the check date you wish to view

[ pe T ——r————
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