Ongoing Maintenance of Savings Bond Distribution information

After initial go live (9/21/2009), the employee will be responsible for making al changesto their
savings bond contribution through employee self service using the direct deposit page.

1. Employee signs on to the employee gateway.
2. Select Employee Self Service
3. Select Payroll & Compensation > Direct Deposit
= Self Senvice
[» Personal Infarmation
= Payroll and Compensation
— View Faycheck
— Dired Doposit
— W4 Tax Informaticn
—W-2-Relgsue Reqguest
—SHate Tax Forms
4. Click Add Account to open the detail page

Direct Deposit

Direct Deposit Instrictions
Review, add or update your direct deposit information

Checking Balance 100 Edit Delete
Add Account

5. Enter the fields as shown below.

Direct Deposit
Add Direct Deposit

"Account Type: | Checking -
“Deposit Type: W |

AmountiPercent:  25.00

Routing Number; 021409169 View check examiple
Account Humber: |NBT999999

DepositOrder: |95 ?

* Required Field

Save I
o0 Account Type = Checking
o0 Deposit Type = Amount
0 Amount/Percent = Savings Bond deduction amount
0 Routing Number = 021409169
0 Account Number = NBT then your Employee ID number
0 Deposit Order = 95

6. Click Save.
7. The confirmation page will be shown



Direct Deposit
Save Confirmation

V The Save was successful.
However, due to timing, your change may not be reflected on the next paycheck.

8. The updated direct deposit summary shows the new distribution

Review, add or update your direct deposit information.
Birect DBeposit Detnil

Checking 021409163 NBTBE-Q@@Q Arnount 525 a5 Edit | Deteta




