User Guide — How to Change Your Direct Deposit in Records

How to Change Your Direct Deposit in Records

Purpose: This document provides a step-by-step instruction on how to submit a change to your
direct deposit bank information

Process:
1) Open ClassLink

! PassLink

2) Locate and click the folder titled: Employee Resources

Employee Resources

3) Locate and click Records
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4) In Records, click Available Forms (near top left of screen)
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5) Locate and click on the item titled: Authorization Agreement for Automatic Deposits
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Available Forms

Search

ADA - Reasonable

Address & Phone
Update

Authorization Benefits Required

Accommodation... Documentation

Agreement for...

Cert - Subject Area Add Confidential/Profession

Emergency Contact Family Medical Leave

al - Adv Degree Pay... Infermation Request

CAPE Payment Form

Instructional Salary

Schedule Change

CAPE Supplement
Verification Form

Instructional Staff - Ad|

Degree Incentive ($50

\4 \ Y. Sclect Yes.

A document already exists in this sleeve.
If you add a new document, the current document will be archived
Do you want to add a new document?

6) Complete the Authorization Agreement for Automatic Deposits
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AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSITS
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7) When complete, select Save Final

CLOSE PRINT PRINT AS PDF SAVE DRAFT SAVE FINAL

This completes the form.
It will now be sent to payroll for processing.
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