Direct Deposit Authorization Instruction 

In the People First System click on the Personal Info Tab.

Then click on Personal Information.

Under the Employee Information you will see the Personal Info drop down

box.  Direct Deposit should be in the drop down box, click on Go.
Once this field has opened, you will need to enter the information from your

banking institution.  

Verify all of your entries before you enter your password and save.

Once you have saved the entry:

1.) you will see a message indicating that your Authorization Status for New Direct Deposit Authorization is in PRE NOTE STATUS. 
2.) your information under Direct Deposit >Overview should be populated with your 

Routing Number , Bank Name, Account Number , Last Date Changed and Status.
If you have problems entering your information into the People First System please 
contact Human Resource Management. 
