Setting up your Direct Deposit

1. Loginto http://my.utoledo.edu
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2. Make sure you are on “Employee” tab
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Access your Utoledo Exchange email through this link.
/Office Information
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e Change Information Maintain your UTAD account information through this link.
SSN Change Information
Update Addresses & Phones
Update Office Address & Phone

Update General Personal Information

Access Your Email Quarantine
View your quarantined email folder to unjunk legitimate mail

caught by our spam filter.
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3. Scroll down and select “Direct Deposit Information”

a.

It is located under the Pay Details & Leave Balances in the MY TOOLKIT section
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4. Log in using Two Factor Authentication
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b. Select Authentication Choice
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c. Enter Verification Code
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5. Add Direct Deposit Allocation

6.
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Direct Deposit Allocation

The following accounts are listed in the order in which your pay has been distributed. See HELP for information on how to change your direct

deposit allocation.
There is a maximum of three accounts that you can set up for direct deposit. You can designate either a flat dollar amount or a percentage to

each of the accounts. If any of your accounts are going to have a flat dollar amount assigned to it, you must list those first as they need to have
the first priority. The accounts that are designated with a percentage will need to be listed after the flat dollar amounts.

Below is the current bank account information that is on your payroll direct deposit record.
If you choose to change this information please click on the "Bank Name".
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Click here to add an account
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Enter your bank account information and click continue
a. Your Bank’s Routing Number
b. Your Account #
c. Amount or Percentage
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Below is the current bank account information that is on your payroll direct deposit record.
Bank Name Routing No.|Account Number [Account Type /Amount or Percent
|

1 hereby authorize The University of Toledo to initiate electronic funds transfers to my account (check one):

O savings account at the bank indicated below
O Checking account at the bank indicated below

Routing No: ‘ ‘

Account Number: |

\
Amount or Peroent‘
Continue ‘
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7. Verify Information and Submit
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Direct Deposit Allocation

Please verify data you have entered.

If the information below is correct, click the "Submit" button and an email confirmation will be sent to your UT email address. If
the information is not correct or Bank Name is "INVALID", you may use the "Cancel" button to go back and re-enter your

information.

Account Type: ‘SBVIHQ—I

Routing No: ‘W{

Bank Name: UT-MUO FEDERAL CREDIT UNION

Account Number: _— \

Amount or Percent. | ‘Amount (Or Percent) ‘

1 acknowledge that clicking the button below represents my signature.
\ Submit H Cancel \

UTFCU Credit Union Routing Number

Contact Us

Call or Text:

(419) 534-3770
Routing # 241282658

Savings Account Number will be your member number and add the number “1” at the endo of it.
I.E. if your member number “123456” you would enter: 1234561

If you want to have the direct deposit into your checking account, it will be a 13 digit account number.
New checks have a 13 digit account number, if you have the old checks, call for your full 13 digit account
number.



