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3. WSU Employee Travel / Reimbursement Direct Deposit Distribution – located under Payroll Direct 
Deposit.

 Only one bank can be listed for Travel Reimbursement.   When replacing banking information, 
remove existing bank before adding the new bank.

 Use the following steps to add and remove banking information.
4. Authorization Check Box

 Found at the bottom of the window.  Must check box to authorize direct credits or debits
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ADD BANKING INFORMATION

*** If replacing an existing bank:  Delete the existing bank BEFORE adding the new.  

1. Select Direct Deposit Information from the Employee Dashboard
2. Select Add New under Direct Deposit

3. Enter Banking Information

A.  Create new OR Create from existing account information (copy)
B.  Enter

o Bank Routing Number
o Account Information
o Account Type

C.  Amount
o Use Remaining Amount MUST be selected on one account.  If only one bank account is 

entered, the entire paycheck is considered “remaining.”
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DELETE BANKING INFORMATION

*** If replacing an existing bank:  Delete the existing bank BEFORE adding the new.  

1. Select Direct Deposit Information from Employee Dashboard
2. Check the box on the left of the bank to be removed and click Delete

3. Select Delete on Warning message toward the top of the page
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CONTACT INFORMATION

Need Help? Contact:

Direct Deposit, Payroll, or Tax Information: Payroll Office:  payroll@wichita.edu 

Personal or Employment Information: Human Resource Service Center:  HR.ServiceCenter@wichita.edu

Benefit Information: Human Resources Total Rewards:  totalrewards@wichita.edu
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