
   

 

   
 

How to Manage your direct deposit information 

Managing direct deposit 
information 
  
Click the Forms icon.  

 

  
Click the Direct Deposit link to 
access the form. 
 

 

 

 
To Add A New Account: 
 
Click Add 
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All of the information you will 
need for this form can be found 
on one of your own checks.  
  
   
  
Click the Sample check image 
button. 
  

 

This image helps you locate the 
information required to set up 
direct deposit. 
 
  
Once all of the correct 
information has been gathered: 
 
Click on OK or the X in the top 
right-hand corner to close this 
window. 
 
And begin to add your Direct 
Deposit Information. 

 

 

   
  
Click the Payment Method list 
and select. 
 
You have the option to choose 
Checking or Savings. 
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To Add your Direct Deposit 
Information: 
  
Click in the Routing Number field 
and enter the required 
information. 
 
Remember, you can use the 
Sample Imagine link for help. 
 

 

 

 
 
Click in the Account # field and 
enter the required information. 
 

 
 

 

   
  
Click in the Reenter Account # 
field. 
  

 

Next: Select the Deposit Type 
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Option 1 Remainder/Full Amount 
 

This is your primary account. 
 
Entire Check is deposited to one 
account. 
 
All Ben E Keith employees MUST 
have at least ONE Direct Deposit 
Account. 
 
 
 
 

 

 Option 2 Monetary Amount  
 
You will need to add an Additional 
Account to use the Monetary 
Amount option.  
 
As an example: Use this option if 
you would like to have a $50 
Direct Deposit to your Savings 
Account. 
 

 

Option 3 Percentage 
 
You will need to add an Additional 
Account to use the Percentage 
option. 
 
As an example: Use this option if 
you would like to have a 25% of 
your net pay as a Direct Deposit to 
your Savings Account. 
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Once you have added your Direct 
Deposit information you may 
select the following options: 
 
Save Draft 
Submit  
Cancel  
Print 
 
In order to update the Direct 
Deposit information, you must 
click on Submit. 
 
Once you submit; your Direct 
Deposit information is updated 
immediately. If you need to make 
a change, you will need to follow 
the process again. 
 
    
  
 
  
 

 

Remove Direct Deposit 
Information 
 
Highlight the account that is being 
removed. 
 
Click on Remove. 
 
Click on Submit. 
 
 
All BEK Employees must have a 
least ONE primary account for 
Direct Deposit. 
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Ben E Keith Notes 
 
 
 

 
Direct Deposit Changes must be completed the Monday prior to 
pay day to ensure your new account information is active timely. 
 
In order to submit a direct deposit form, you must have an 
address in your employee record.  
 
All Ben E Keith Employees are required to have at least ONE 
Direct Deposit account and are limited to 5 Accounts total. 
 
If you have more than one account, the Remainder/Full Amount 
account must be moved to the bottom. 
 
 

 


