Creighton University

2500 California Plaza

Omaha NE, 68178
INSTRUCTIONS FOR DIRECT DEPOSIT OF PAYCHECKS - For Creighton Student Employees Only

Direct Deposit of paychecks is recommended for all employees.  Signing up for direct deposit ensures that you will receive your funds as soon as possible, even over breaks when you aren’t on campus on payday.   It eliminates the possibility of lost or stolen checks, long waiting lines and closed offices.  You don’t need to use an Omaha bank; your current bank, S&L, or Credit Union will work.

· Complete the Authorization Agreement below and return it to the Student Employment Office, Harper Center rm 2054, or the Payroll office, Linn Building, room L08.  Attach a voided check*.  Your paychecks will start going directly to your bank account.  
· If you’re sending your earnings to your savings account, write “to savings account” and account # on the voided check.  If you don’t have a check from your bank, call your bank and get their electronic routing number and include that number at the bottom of this form.
· If payroll is unable to successfully transfer your funds because of insufficient bank and routing information, you will need to pick up your check.  It will be at the Business Office, 1st floor, Administration Building.  Call Payroll at 280-2769 to see what additional information they need to get direct deposit started.  Call the Business Office 280-2707 to see if they are holding your check.

· If you are already on Direct Deposit from a previous year, it will remain in effect until you notify the Payroll Office to discontinue it.  Notify Payroll immediately if you change banks, have questions or problems.  Call 280-2769 or 280-4017.

· Payday for hourly workers is usually every other Friday.  Monthly payday is the first working day of the new month.  Your pay stubs will be sent to your employing department for distribution.  

Complete the section below and return it to the Student Employment Office, Harper Center rm 2054, or the Payroll Office, Linn Building, room L08.

                     cut here---------------------------------------------------------------------------------------------------------------cut here

AUTHORIZATION AGREEMENT FOR DIRECT DEPOSIT

I authorize Creighton University to: 1) directly deposit my payroll check into the bank and account listed below, and 2) make any necessary debit entries and adjustments to correct any credit entries made in error.

Your name: Last ________________________________, First___________________________, MI_____
Your Creighton Net ID: ___ ___ ___ ___ ___ ___ ___ ___ 
Bank Name: _________________________ City that branch is located in: __________________________

Account Number: __________________________________ Account type: Checking _____ Savings _____

Employing Department: ___________________________________________________________________
Your Signature _____________________________________________________ Date ________________

Did you remember to attach a voided check ?

I don’t have a voided check, but here is my bank’s electronic routing number: ______________________________

If you give us your bank’s routing number but no voided check, you will pick up your first check at the Creighton Business Office, 1st Floor  Creighton Hall Administration Building. 
