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Updating Your Payroll Information 

The “Myself” menu has various options to help you verify that your payroll information is current: 
Online Checkstubs, Direct Deposit, Estimated Compensation, and Taxes. 

Most changes initiate a workflow, which is an automated process that notifies managers and HR 
Department staff of changes and that may require them to approve the change.  You can check 
on the status of the changes you make at any time.  

Instructions for each option that allows you to add or update information, as well as check on 
the status of the changes you make follow. 

 

 

 
* Your options may differ from the image above based on your menu access. 

 

 

 
This job aid covers the following topics: 

 Adding a new Direct Deposit account 

 Editing an existing Direct Deposit account 

 Setting up a new Net Direct Deposit account 

 Editing your Tax Withholding Information 
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Adding a new Direct Deposit account 

Employee users will be able to add direct deposit accounts if the configuration option is enabled. 

 
Prerequisites  
You will need menu access to the following pages:  

 Myself > Payroll > Direct Deposits 

 

 Navigate to Myself > Payroll > Direct Deposits. 

 Click Add Account. 

 Select whether the account will contain some of your pay (i.e. a “partial” direct deposit) or 
all remaining pay following any other direct deposits (i.e. a “net” direct deposit).  Then click 
Continue. 

Note: If this is the first Direct Deposit account being added to the employee, you will 
want to select “All remaining pay” to ensure all funds get distributed.  

 

 Select whether the account is a checking or a savings account.  Then click Continue. 

 Update all fields on the page. 

Fields you can update Definition 

Routing Number / 
Confirm Routing Number 

9-digit routing/transit number for the financial institution to 
which Paycor will send the direct deposit; these fields must 
match 

After entering the routing number, the bank name will 
automatically populate in the Bank Name field.  If this 
information is incorrect, contact your consultant. 

 

Account Number / 
Confirm Account Number 

Multiple digit account number; these fields must match 

Deposit Type Based on how the account was added (“some of my pay” 
versus “all remaining pay”); if “some of my pay” was 
selected, this can be set to a flat dollar amount or a 
percentage of pay 

 

 Check the authorization checkbox. 

 Click Save to save your changes and initiate a workflow or click Cancel to discard your 
changes and return direct deposit accounts page. 

 You can review or cancel any add or edit account requests you’ve initiated by clicking on 
the row to open that direct deposit account change. 

 

Note:  The HR application will choose the next available direct deposit deduction code to use 
for the account you add based on your specific payroll client setup and configuration 
rules (explained on pages 1-4 above). 



 

HR Job Aid:  
Updating Your Payroll Information 

 

Updated: 2/21/14 Copyright © Paycor Inc. All Rights Reserved Page 3 

 
Figure 1. Adding a new direct deposit account 

  

 
Figure 2. Selecting the amount of pay and type of account 
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Figure 3. Details to complete before adding a direct deposit account 
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Editing an existing Direct Deposit account 

Employee users will be able to update direct deposit account details if the configuration option is 
enabled. 

 
Prerequisites  
You will need menu access to the following pages:  

 Myself > Payroll > Direct Deposits 

 

 Navigate to Myself > Payroll > Direct Deposits. 

 Click on a row to open that direct deposit account. 

 Update any fields on the page. 

Fields you can update Definition 

On/Off Starts (if turned “On”) or stops (if turned “Off”) this direct 
deposit from occurring. 

Routing Number / 
Confirm Routing Number 

9-digit routing/transit number for the financial institution to 
which Paycor will send the direct deposit; these fields must 
match 

After entering the routing number, the bank name will 
automatically populate in the Bank Name field.  If this 
information is incorrect, contact your consultant. 

 

Account Number / 
Confirm Account Number 

Multiple digit account number; these fields must match 

Deposit Type Based on how the account was added (“some of my pay” 
versus “all remaining pay”); if “some of my pay” was 
selected, this can be set to a flat dollar amount or a 
percentage of pay 

 

Note: You cannot change the percentage on a partial direct deposit to 100%.   

Following the instructions for setting up a new Net Direct Deposit. 
 

 Check the authorization checkbox. 

 Click Save to save your changes and initiate a workflow or click Cancel to discard your 
changes and return direct deposit accounts page. 

 You can review or cancel any add or edit account requests you’ve initiated by clicking on 
the row to open that direct deposit account change. 
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Figure 1. Editing an existing direct deposit account  

 

 
Figure 2. Ready to edit the direct deposit account 
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Setting up a new Net Direct Deposit account 

Employee users will be able to add direct deposit accounts if the configuration option is enabled.  

You may only have 1 Direct Deposit account set to receive “all remaining pay”. If you have 
already set up a Net Direct Deposit account, and would like to change it, then you must do the 
following. 

 
Prerequisites  
You will need menu access to the following pages:  

 Myself > Payroll > Direct Deposits 

 

 Navigate to Myself > Payroll > Direct Deposits. 

 Click on the existing (now old) Net direct deposit account to open it. 

 Change the On/Off dropdown to “Off”. Then click Save. 

 Now click Add Account, because a new account must be set up in order to have a Net 
direct deposit account. 

 On the Add Account screen, select “All remaining pay” (i.e. a “net” direct deposit).  Then 
click Continue. 

 Select whether the account is a checking or a savings account.  Then click Continue. 

 Update all fields on the page. 

Fields you can update Definition 

Routing Number / 
Confirm Routing Number 

9-digit routing/transit number for the financial institution to 
which Paycor will send the direct deposit; these fields must 
match 

After entering the routing number, the bank name will 
automatically populate in the Bank Name field.  If this 
information is incorrect, contact your consultant. 

 

Account Number / 
Confirm Account Number 

Multiple digit account number; these fields must match 

Deposit Type Keep this set at Remaining Balance. 
 

 Check the authorization checkbox. 

 Click Save to save your changes and initiate a workflow or click Cancel to discard your 
changes and return direct deposit accounts page. 

 You can review or cancel any add or edit account requests you’ve initiated by clicking on 
the row to open that direct deposit account change. 
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Editing your Tax Withholding Information 

Employee users will be able to update their tax withholding information details if the 
configuration option is enabled. 

 
Prerequisites  
You will need menu access to the following pages:  

 Myself > Payroll > Taxes 

 

 Navigate to Myself > Payroll > Taxes. 

 Click on a row to open that Tax Type. 

 Update any necessary fields on the page. 

Fields you can update Definition 

Filing Status Options include “Married” or “Single”. 

Exemptions Insert a numeric value. Withholding allowances reduce the 
amount of taxes that are withheld. 

Adjust WH Options include “No” or “Add to withholding”. 

Add Amount Is activated if Adjust WH is set at “Add to withholding”: you 
may add a dollar value of any extra that you would like to 
be taken out of your paycheck. 

Add Percent Is activated if Adjust WH is set at “Add to withholding”: you 
may add a percentage of any extra that you would like to 
be taken out of your paycheck. 

 

 Check the authorization checkbox. 

 Click Save to save your changes and initiate a workflow or click Cancel to discard your 
changes and return Taxes page. 

 You can review or cancel any account requests you’ve initiated by clicking on the row to 
open that tax type change. 
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Figure 1. Editing a tax type  

 
Figure 2. Ready to edit the tax type 
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