Instructions for updating your Direct Deposit through ADP:

**Please note that all changes in ADP are processed by pay period. You must have your
change information submitted and approved within the pay period for them to take effect
for the following pay day.

e For changes to take effect for the payday on the 15th:

0 You must submit changes within the 215t-5" pay period, by 11:59pm on the 5.
e For changes to take effect for the end of month payday (28, 30" or 315Y):

0 You must submit changes within the 6'"-20'" pay period, 11:59pm on the 20™.

1.)Log into your ADP account

2.) Click on “MYSELF”, hover over “Pay”, click on “Direct Deposits”
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3.) You will then see your Direct Deposit(s) listed

Reveal Account Details Sort by v
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XXHHOXKXX peeey, Full Net 2/5/2019

CKA4-CHECKING 4 Routing Number Account Number Amount to Deposit  Effective Date @
XXXXKKXKXX 300000 $50.00 2/5/2019

4.)To delete one or both of your Direct Deposit accounts, click on the trash can.

5.) To add new, click “ADD DIRECT DEPOSIT”, fill in the information requested, agree to terms
and click “DONE”
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Pleaze agree to the following:

Please read the statement below, and check the box to indicate that you Agree. | authorize my Employer, through ADP as its payroll service provluel to deposit in my
account (by initiating electronic credit entries) all i ")y owed to me by my Employer at the financial institution specified above (the “Bank”), and | authorize
the Bank to accept such deposits to my account. In the event that my Employer and/or ADP deposit funds into my account to which | am not entitled, | authorize my
Employer, either directly or through ADP, to return such funds by initiating appropriate debit entries and adjustments accordingly. | understand that my deposit may not be
credited to my account until the end of the day on the applicable pay date. It Is my responsibility to: 1) ensure my bank account and deposit information Is correct and
complete; 2) timely verify thal all transactions are accurate; and 3) i v notify my of any errors. This authorization will remain in effect until | have
cancelled it In writing with my Employer and Bank.
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