How to Setup Your Pay Statement Print Option

[ 1 | Navigate to: Self Service > Payroll and Compensation

Search: > Direct Deposit

)

[> My Favorites
~ Self Senvice
[ Persanal Informatian
= Payroll and Compensation
= Wiew Pay Advice
= View Pavcheck
= Voluntary Deductions

| — Direct Deposgit

— -4 Tax Information

= WW-2 Reissue Reguest
— Employment Werification

2. Clickthe Pay Statement Print Option link to setup your print option.

Direct Deposit

Review, add or update your direct deposit information.

Direct Deposit Detail

Account _ . Deposit

—! D Routing Mumber — ACCOUNT MUrmiber Leposi Iype  AMUPCE

Twne Routing Humber Account Humber Deposit Type  Amt/Pct Order

Checking Balance 999 | |

| F'aﬁ.f Staternent Print Option

3. Selecteither Print or Do not print option. Click Save.

Direct Deposit
Pay Statement Print Option

E]Select the appropriate button to indicate your preference for receiving a printed copy of your direct deposit pay statement.
& Print and distribute a paper copy of my direct deposit pay statement

[ &) Do not print and distribute a paper copy of my direct deposit pay statement

Save

Feturn to Direct Depogit

Aeda

Note: Once the selection has been made it will remain in effect until you change it.
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How to Setup Your Pay Statement Print Option

4. Youwill receive a Save

: R Confirmation message.
I Save Confirmation Click OK. Saveis

confirmed.

| Direct Deposit

: V The Save was successiul.

: H due to timi h t e reflected on the next paycheck MEIEES OGO
0 ovvever, due to timing, your change may nat be reflected an the next paycheck. P .

: ay Statement Print
Z Option navigate to the
: Direct Deposit page
shown on Step 1.

Aeda
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