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If you would like to offer your If you would like to offer your 

employees direct deposit of their employees direct deposit of their 

payroll checks, this is how to get payroll checks, this is how to get 

started!started!

There is setup work to be done at SCESD, 

and setup work you will need to do on your 

end. And of course, your bank will have to 
be in on the planning and testing.



Get together these items of 

information and call support at 

SCESD:

� Your federal employer ID number

� Your payroll bank account number

� The router number for your bank

� A contact name and phone number at the 

bank so we have someone to work with 

on your setup.



You also need to 

call your bank 

and let them 
known we will 

be working on 

this…..

Otherwise, 

they might 

not want to 
talk to us!



There are two kinds of direct 

deposit you can offer your 

employees:

� NET CHECK--this deposits the net 

amount after all the deductions, and it 

does not matter that the amount may be 
different from one check to another.

� FIXED AMOUNT--this deposits a fixed 

dollar amount, usually to a savings 
account.



Can one person 

have BOTH 

kinds??

Sure…..you can 

only have one 

NET CHECK 
deposit, but you 

can have 

multiple fixed 

amounts as well.



If I have direct 

deposit, what will 

be in my envelope 

at payday??

The same stuff that is in there now, only 

the check part is marked VOID. You still 

get the stubs with the deductions etc. The 
funds are already in your bank account!



A good place to  

start is with the 

payroll vendors.



You need to set up a payroll 

vendor for each bank or credit 

union that will get a deposit.

� You need the name of the bank and the 

ROUTER number for that bank.

� The ROUTER number is on the deposit 

slips the employee uses, so the best way to 

get this information is to ask them for a 

voided  check. 

That will also get you 

the account number 

you need to set up the 

employee deduction.



WAIT a minute……..

We have 

300 

employees 

and only 

25 vacant 

payroll 

vendors…

????????



NO PROBLEM !

� You need one payroll vendor number 

PER BANK,  not one per employee.

� And you probably have groups of 

employees who all bank at the same place 

and can use that one vendor number for 

all of them.

WHEW!



To set up a vendor, start here on the second 

payroll menu………….



Pick an unused payroll vendor number….



All you really 

need is the name 

of the bank and 

the ROUTER #. 

You don’t need an 

address---you will 

not be mailing 

them anything.

You don’t even need a 

liability account!



OK we got those all 

done.

WE??? The little 

guy was not much 

help…...

Now what??



The direct deposits are set up 

on the employee side as 

deductions. 

� The NET CHECK deduction code is a 

dollar sign:  $
� The FIXED AMOUNT deduction code is 

the pound sign:  #



Pull up an employee and go to 

the CMD3 screen…...



Here is an example of a NET 

CHECK setup for an employee.

Type code for NET CHECK 

is the dollar sign   $

Company is the PR vendor 

for his bank.



Here is an example of a NET 

CHECK setup for an employee.

And down here you need 

HIS bank account number 

and what type of account 
the money is going to.

The bank acct number belongs with the 

employee, while the router # belongs with the 

bank as a payroll vendor.



Here is an example of a fixed 

amount deduction.  You have 

the same fields as the net 

check deduction, except 

the type code is the POUND 

sign………plus



The big difference here 

is that you DO need a 

dollar amount for the 

deduction…..here is 

$50.00 for example



OK,  I got all that setup 

stuff done…….BUT…... 

I still don’t see 

how the money 

gets into the 
bank accounts.

This is miss 

Peggy Sue 



Some of this you have to work 

out with your bank. Let us 

know if you need help with this.

� Some banks want you to use a program 

called “BankOnIt” to get the file to them.

� Some banks have a website and you can 

log on and upload the file.

� Or they might even have a direct-connect 

method using a modem.



Your bank will have a policy 

about getting a “prenote” file 

from you.

The prenote is a test file with all the 

information in it but the dollar amounts are 

all zero.  They use it to verify account & 

routing  numbers.

They will tell you whether they need this 

for every payroll, and if so, how many 

days before you actually  pay people.



You will send this prenote file 

(if they require one) the same 

way you send the actual deposit 

file.

You can send the prenote as soon as 

you have added any new 

participants. But for the real direct 

deposit file, you need to be farther 

along in the process .



From now on, when you extend your payroll, 

you need to be sure this says “Y” so the file  

gets  generated!



After you have extended the payroll and printed 

out & checked over all your reports, you will be 

ready to generate the direct deposit file.

Note that your are doing this 

BEFORE the paychecks are printed!



This is where you 

ask for the file to be 

created……….



You don’t need to use a diskette, you 

download the file to your PC.

It goes in C:\Payroll\BANKFIL. 

You will need to be sure you have a folder 

called Payroll on your C drive.  

Call support if you are not sure about how to 

do this.



If this is a 

download, don’t 

we need an icon??

Absolutely right. 

SCESD support 

will email you an 
icon already set 

up for your file 

group.

PeggySue again..



OK, so I run 

the report 

under #17 to 

create the 

direct deposit  

(or a prenote) 

file, then use 

the icon to get 

it to my PC. 

Right?
She’s still here…...



That’s right……and then:

� You transmit the deposit file to your bank

� You print checks for the other employees

� You check over your register and reports

� You post your payroll like always.

� Some of the reports will look a little 

different…..

For example……...



On your final check register, the employees 

who have direct deposit will say “NC” 

above their check number. This tells you 
that their check was not “cashable”.

At the end of the register, there will be a 
list of banks and the amount of cash that 

went to each one.

On the payroll summary,  the total net 

checks will include the NET CHECK direct 

deposits.  Any fixed amount deposits will be 
totalled separately.



Is this 

going to 

make it 

harder to 

balance my 

payroll??

NO, the direct deposit is transparent to the 

General Ledger.



And that 

means what, 

exactly??

General ledger does not care if you gave out a 

real check or made a direct deposit. It all 

comes out of cash in one total just like it 
always has…….



And it actually makes doing the 

bank reconciliation easier…...

Because all those direct deposits go into the 

bank reconciliation file as already 

reconciled.  They do that because they clear 
your account automatically.

YOU only have to mark off the “real” checks!
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