
Step 1

To set-up/update your direct deposit information, go to the My Pay 
link on the My Info page at Duke@Work.  Please note – you cannot 

cancel direct deposit via Duke@Work .

Steps for Setting-up/Changing Direct Deposit  



Step 2

From My Pay, select the Update Your Bank Account for 
Direct Deposit link.  



Step 3

Modifying your direct deposit information a 
four step process. Use this guide to 

ensure you have completed all four steps 
and that your changes have been saved in 

the payroll system.  

Select this link if you need to cancel your direct deposit.  

You current banking information is listed.  
Select “Edit” to make a change or “Exit”
to return to the My Pay page.  



Step 4

Enter your new bank routing 
number and/or account 
number along with the 
account type.  Bank routing 
numbers are matched 
against a file of all banks in 
the Continental US.  Double 
check account numbers.  

Select “Review” to move to the next step of the process.  Your changes will 
not be saved if you do not complete this step of the process.  



Step 5 

This date 
confirms 
the 
beginning 
of the pay 
period in 
which the 
change is 
valid.  

If you’ve 
made an 
error, go 
back to 
the 
previous 
step. 

Once you’ve 
made your 
change, review 
your information 
to verify it is 
accurate.    

You must select “Save” to confirm your 
change.  If you exit prior to selecting 
“Save”, your change will not be made in 
the payroll system.  



Step 6 

The final step confirms 
that your changes were 

saved in the payroll 
system.  

The valid date is the beginning of the pay period for which direct deposit will be effective.  If 
direct deposit was canceled via a paper form, you will receive a live check until the pay date for 

that pay period.  If you are changing accounts, your payment will be sent to your previous 
account until the pay date for that pay period.  


