Direct Deposit

The State of Montana Central Payroll office encourages all employees to have their pay deposited directly into their bank account(s) biweekly.  

Benefits of Direct Deposit

· No more waiting in lines at the bank.
· Money is immediately available on payday – no need to make special arrangements when you are absent from work or on vacation.

· No more overdrafts due to late deposits.

· Never delayed by the mail system.

· No more lost or stolen checks.  
· You can still receive a pay stub documenting your pay OR you may elect to receive no statement, just view your check online.
· Your pay can be automatically divided up among your checking and savings accounts at your participating bank or credit union.  You chose amount to be deposited in each account – an excellent way to manage your money!
· Your funds are in your account on payday (exact times vary with each financial institution).  When you deposit a paper check, the money isn’t technically in your account until the day following the deposit.
Direct Deposit Process

· For each pay period, we produce a computer file containing a record for each employee signed up for direct deposit.  This record identifies your net deposit amount, your financial institution and account number.  Direct Deposit is compiled into an electronic file sent via Federal Reserve specifications, which, in turn, enters it into the Automated Clearing House (ACH) system.  There the deposits are sorted and electronically forwarded to your financial institution for credit directly to your account on payday.  Direct deposit is never guaranteed before payday.
Why Direct Deposit – I already have a credit union deduction for my check?

· Two reasons: speed and less human error.  Unlike Direct Deposit, a check is issued to your financial institution on payday and we send a spreadsheet of all employees with deductions to their institution.  Your deposit information is then manually keyed into your account.  Direct Deposits are normally in your account faster and potentially more accurate as human error doesn’t exist with the electronic transfer.
Sign Me Up!

You have two ways of signing up, either through Self Service or through your agency payroll staff.

Self Service

· Log onto the MINE and go to the Self Service tab.
· Click on the Direct Deposit link to add (or edit) any of your accounts.  For complete instructions on how to set up a Direct Deposit, click on the [image: image1.jpg]


 next to the Direct Deposit link.

· View the Self Service Direct Deposit Schedule to see what payday your money will be deposited into your account.
Agency Payroll Staff

· Fill out a Direct Deposit Form 
· Have your financial institution (bank or credit union) complete their portion of the form, verifying the correct routing and account numbers.  This step helps speed up the set up process.  Depending on where your checks are printed, sometimes the account numbers printed on the checks/deposit slip differ from the financial institution’s internal routing numbers.
· Return completed form to your agency payroll staff for entering in the system.
· Your first payday after your direct deposit is entered in the system, you will still receive a paper warrant during the pre-notification process (pre-note).  With this pre-note, your bank information (not your money) is submitted to your bank to make sure all information is correct protecting your money from being deposited incorrectly.
· All biweekly pay after successfully passing through the pre-note process will be deposited directly into your account.
Off-Cycle Checks

· Any pay issued outside of the regular pay cycle (some bonuses, refunds, correction to pay, etc.) will be a paper warrant.  All off-cycle payments are made manually and cannot be directly deposited.
Canceling Direct Deposit

· If you close (or change) your account, contact your payroll clerk immediately to cancel (or change) your direct deposit OR make the necessary changes in Self Service.  If money is sent to a closed account, money must be returned to the State before a replacement warrant may be issued.  We will work with you and the bank to resolve any problems so that you can be paid in a timely manner.

· You can cancel your direct deposit at anytime, for any reason.  You will receive a warrant again effective on the next payday following cancellation.

For those remaining skeptics…

· Direct deposit is a tried and true method of receiving payments in a safe and timely manner.  You may believe that it is too new to trust, but in fact it has been around since the mid-70’s.  Over thirty years, the kinks have been worked out!
· In the rare event that there is an error for some reason, it usually takes a phone call and a small amount of time to get everything resolved.  There is a 20 times greater risk of having a problem with a paper check versus a direct deposit!
· There is really no need these days to take a paper check to a financial institution to get cash.  With the dawn of ATMs, your cash is available virtually anywhere – withdraw cash from the ATM at a business you usually stop at anyway.  If you still feel the need to go to the bank, you can still go to the bank and get the cash you want…but with direct deposit, you go to the bank because you WANT to, not because you NEED to!
· Even if you’ve tried it in the past and had trouble, it is a new day.  Technology has improved, your bank may have changed, and most of all, people change.
· Give Direct Deposit a try, and if you don’t love it, cancel it. No harm done.
