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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 MyBenU
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http://www.ben.edu/

» Login using your employee daily login credentials (i.e.
username with no ben.edu at the end, JDOE versus
jdoe@ben.edu)

MYBenl

BENEDICTINE UNIVERSITY'S STUDENT INFORMATION SYSTEM

User ID

JDOE

Password

- Click on “Employee Self Service”

Employee Self Service

- Click on “Direct Deposit”
kad Addresses

5 View Paycheck

5 Direct Deposit

UPDATED: 03/20/2024



MyBenU Direct Deposit Self Service

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

Mavigation is: Self Service » Payroll and Compensation > Direct Deposit

To Add an Account
*  (Click the “Add Account™ button
*=  Complete the following fields shown on below screen shot.
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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 to enter.

¥ Account Number - For checking account, please see example below on what to enter. For savings account
you may want to contact yvour bank to determine what to enter.
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# Account Type — Checking, Issue Check, or Savings

# Deposit Type — Amount, Balance or Percent. If you are setting up multiple accounts, make sure one is
designated as a "Balance” type

* Amount or Percent - If “Balance” is selected as the deposit type this can be left blank.

# Deposit Order = A deposit order of “1% will be deposited first and “2" will be deposited second, ete. For
deposit type “Balance” a deposit order of 999 will be defaulted in. For example, if you
select 5500 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 pericd is only 5400, all 5400 will be
deposited to your savings account because it had a deposit order of “1" or first.

®  Mext, read the direct deposit terms and conditions. Click the checkbox to signify that you agree to the
terms and then click save and OFK.
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Mrect Deposit Authorizatlon

| hereby authorize Benedictine University, and its payroll service provider, Ceridian, 1o
depos=t my payroll samings and employees sxpense reimbursement=s drecily into the
account(=) and finandal institution’=) 1 have desicnated above. Inthe event that the
University erronecusly deposiz funds into my account(=2), | authorize Bernedictine University
and Ceridian to initiste dekit entries (reversals) to correct the error.

I undderstand that i iz my responsibility to verify thet funds have been credited to my
account(s) and that the University assumes no lisoility for my overdrafts for sny resson. |
urderstand that inthe event my financial instibution(z) isfare not able to depost my payrall
and expense reimbursement into ny sccount dueto any action | take, the Universty cannot
izzue the Jundcs to me until my finsncial institutiondz) returns the fundsto Benedictine
niversity.

| sitest, that the Tul amourt of my direct depost 1S not belng Torvwarded to @ bank i anather
courtry snd that it st any point | estaklish 5 standing order for my receiving bank to forsesrd
the ful direct deposit to s bank in another country, | wdll inform the Payroll department
immediatel

| understand that this autharization wil remainin effect until | charge or delete the
imfarmation provided. Nesw direct deposits or changes to existing accounts cantake upto 2
pay periods totake effect. | agreeto contact the Payroll department IMMEDIATELY when a
direct deposit bank account i= clozed. | urderstand theat failure to do =0 may causes my pay
tobe delaved.

1 agree to the above terms and conditions by checking the  [¥]

box

Save |
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Review your account information to ensure it is accurate. If errors are found, click the edit button to
correct errors, then click save and OK. Below are some examples of how to set up different
scenarios

1. Setup a single direct deposit account

*  Choose a deposit type of “Balance”, the deposit order of "999" will default in.
DireCl Deposit Dedail
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2. Example, you want 5100 to go into a savings account and the remainder to go into your checking
accaunt.
*  Savings account = Choose a deposit type of “Amount”, enter 5100 as the amount and choose 1 as
the deposit order.

*  Checking account = Setup is the same as example 1.
DiirgCt Digpodsil Delail
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3. Example, you want 25% of your net pay to go into your savings account and the remaining amount to
go to your checking account.

*  Savings account - Choose a deposit type of “Percent”, enter 25 for percent, and choose 1 as the
deposzit order,

¢  (Checking account - Setup is the same as example 1

Direct Deposit Detall

Account ; - Deposit
Tvne Routing Humkber Account Humber  Deposit Type AmtPct Orcer
Zavings [N [ R 254 1 Edit | Delete |
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4. Same example as number 3, but you want to also receive a check in the amount of $150.
*  Choose Account Type of “lssue Check”, enter "Amount” as the deposit type, enter 3150 as the
amount, and choose 2 as the deposit order.

DireCt Depoalt Detall
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To Edit an Account

Click the “Edit” button next to the account you would like to edit and change the applicable
information: Account Type, Deposit type, Amount/Percent, Routing Number, Account Number, or
Deposit order.

Review your information to ensure it is accurate.

Click the checkbox to signify that you agree to the terms and then dlick save.

Click OK

To Delete an account

Click the delete button next to the account you would like to delete.

Click the checkbox to signify that you agree to the terms

If you are sure you want to delete the account, select the “Yes = Delete” button.
Click DK,

Important!

If you modify the routing or account number, it will need to go through a prenote process to verify
that the account information that you entered is valid. This process can take up to 2 pay periods for
the direct deposit to take affect. During this time you will receive a live check for the amount related
to the modified account.

Payrolls can be submitted several days prior to the payment date. Any edits or deletions of account
information made after the payroll submiszsion date will be effective on the next succeeding payroll.

Paperless 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. &s part of our paperless initiative, we strongly encourage you to choose the “Do
not send a paper copy” option. If you do need to print a copy of your pay statement, please use the Self

service paycheck view functionality.
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To view paycheck through self service, navigate to: Self Service > Payroll and Compensation > View Paycheck.

Click the link of the check date you wish to view

Mavigaton i Main Meru = Sall Sarvios » Pagrall aed Comperaaton » View Papchack
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