Directions for Enrolling in Payroll Direct Deposit:

¢ ¢ Washtenaw

\\li;/\’ Community College

Before you enroll in Direct Deposit of your pay online, please have the following information ready:

e Your WCC net ID and password.

If you do not have a WCC net ID and password, go to this website:

https://www.wccnhet.edu/services/account/ to obtain them.

Please note: If you have problems logging into MyW(CC or have password questions, Contact the
Computer and Information Technology Help Desk at 734-973-3456.
e Routing number, account number, and account type for the account or accounts you wish to have

your pay deposited into

Then, follow these steps:

1. Log into MyWCC with your netID and password

A Log In to } Welecome to MyWCC

MyWCE is your one-stop source for conducting business with the College.

New users should start
by creating an account.

If you're a student, you can register for classes, drop classes, print your ¢
netlD schedule, pay tuition, check holds, see your test scores and grades, and 1

1f you're an employee, you can see your pay stubs, view your samings an
deductions history, check your time-off balances, get a benefits snapshot
your health insurance and retirement plan, change your beneficiaries, anc

- Having problems logging in?

Login § . § o

= Students: Contact the Student Connection at 734-973-3543.
Faculty/Staff: Contact the Help Desk at 734-973-3456.

Password

Furgot nstiD | Forgot password
Jert have 3 nelID? S8 one up.

What is a netID?

2. Click on the “Employee” tab

[N —

Personal Information  Faculty Services  Employee

Welcome, Finance 5. Guru, to PROD MyWCC! Last web access an Jul 16, 2010 at 10:11 am

Your WCC student address is 1234 Main Street, Ann Arbor, MI, 48105. You may update your

WCC Alert - Emergency Notification Service

Sign up to be notified via Phone, Teat Message and Email in the event of 3 WOC Campus Emergency Alert

Faculty Services

Enter Grades and Registration Cverrides, View Class Lists and Student Information, Book Orders, GED Approvals, and Master Syllabe
Employee Services

Tme sheets, me off, benefits, leave or job data, paystubs, W2 forms, T4 forms, and W4 data.

Your Letters from WCC

View electronic letters from Fnancial Aid, Human Resources, etc.
Personal Information
View your WOC 1D #, address(es), phone number(s), e-mail address(es), emergency contact information; Fill out or view Medical Ales

Academlc Advising
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3. Click on “”Payroll Direct Deposit”
.;'p\v\n-lu.

Personal Information  Faculty Services m

Benefits and Deductions

Update or view your retirement plans; Health insurance information; Flex spending accounts; Miscella
Pay Information

View your Direct Deposit breakdown; View your Earnings and Deductions History; View your Pay Stub
Tax Forms

Change W-4 information; View your W-2 Form or T4 Form.

Time OFf Current Balances and History

AP Employee Direct Deposit Reimbursement

Accounts Payable Employee Direct Deposit Reimbursement

Special Opps

Skills nt Testing
Payroll Direct Deposit
Payroll Direct Deposit

RELEASE: 8.2.1

4. Select the option that applies to your situation

There are demonstration videos available for you to watch

before you start entering your information, if you wish. You
can access them by clicking the “View Tutorial” link next to

each option in the list.

Prronsl infermation  Faculty Services  Empleyes

| Payroll Direct Deposit Options

¥
i lense see Frequently Asked Questions numbar 1 regarding your Payroll Direct
- posit sffective date.

| Please salact one of tha options balow
1). To View My Payroll Accounts
| 2}. To Read/Print Authorization Certificate
| 3). Add New Single Payroll Direct Deposit Account {Maximum number of accounts: 1)
| 4). Add New Multipls Payroll Direct Deposit Accounts. {Maxkmurm number of accounts: 2)
| %), Change Exinting Payrall Account Information
G}, Change Payroll Priority Allocatian
7). Delete Existing Payroll Account

|
|
| RELEASE: 1.0.0
1

Enter your financial information into the required fields.

Turn this sheet over for a list of Frequently Asked Questions about Payroll Direct Deposit enroliment.



https://www.wccnet.edu/services/account/�

Washtenaw
Frequently Asked Questions: Community College
Self Service Payroll Direct Deposit Enroliment

1. How long does it take to start or stop my direct deposit online?

If you enter your banking information accurately 2-3 business days before your scheduled pay date, the change you wish
to make will take effect for that pay date.

Please contact the Payroll Office at 734.973.3597 or by email at pay@wccnet.edu for further explanation or clarification.

2. When will my direct deposit funds be available?
Your funds will be available on payday as soon as your financial institution has posted the information to your account.
3. Can ldirect deposit part of my pay and receive a check for the remainder?

No. If you sign up for direct deposit, you must direct deposit your entire paycheck. You may select up to two accounts at
U.S. financial institutions.

4. Can I sign up for more than one direct deposit account?
Yes. You may select up to two accounts at U.S. financial institutions.
5. If Isign up for payroll direct deposit into two accounts how do I designate how much goes into each account?

One account will receive a specific dollar amount. The other account will receive the remainder, or net amount of your
pay.

6. IfIsign up for payroll direct deposit into two accounts, can one account receive a percentage of and the other
receive the remainder of my paycheck?

No. One account must receive a specific dollar amount. The other account will receive the remainder, or net amount of
your pay.

7. Can I direct deposit my pay into an account other than savings or checking (i.e. X-Mas Club or loans)?
No. WCC can only deposit funds into a Savings or Checking account.
8. Who should I call if I have additional questions about online payroll Direct Deposit enrollment?

Contact the Payroll Office via phone at 734.973.3597 or by email at pay@wccnet.edu for assistance.

Turn this sheet over for directions on how to enroll in Payroll Direct Deposit.
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