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STEP 1 

Click on “Employee & Manager Self 

Service” button, on the 

Intranet Home page. 
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STEP 2 

Log into PeopleSoft 

STEP 3 

Click on Pay & Leave Balances, then Direct Deposit 
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STEP 4 

Click on "Add Account" 

 

 

 

 

 

 

 

 

 

 

STEP 5 
Please Enter: 

a. ACH Routing Number 

b. Account Number (retype the account 

number) 

c. Select the Account Type 

d. Select the Deposit Type [Amount, Percent, or 

Balance] - please note you may only have one 

active “balance account”. 

e. Deposit Order - IMPORTANT: The account 

listed as the balance account should have the 

highest number in the deposit order field. Once 

balance is selected as the deposit type, the 

system will default the deposit order to “999”.

= CU Checking/Savings Account Number*

*If you need your account number call the Credit Union at 786.257.2300

= 267082201
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STEP 6 

Arrive at confirmation screen and receive email confirmation 

STEP 7 

Account information should now be present 




