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Direct Deposit Set up

The employees at the University of Utah are now able to change their own Direct Deposit
information through the Campus Information System using the Direct Deposit Self Service. The
address to the portal is: www.cis.utah.edu.

How to Access Payroll Information

 Log into the Campus Information System
 Click on Payroll, Taxes and Salary

 Select Direct Deposit

This option will let you set up a new account, change your direct deposit information, delete
accounts, and suppress your advice.
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If you are a first time user, click the Add Account button.

 Select either Checking or Savings account
 In the Deposit Type box, you will need to select Balance. (Note: If you try to select

anything else it will automatically change to balance)
o Balance means everything that is left after any other priorities are taken out, so

in the case of only one account with no other priorities it would mean the entire
net pay.

 You will not need to put anything in the Amount/Percentage box for the balance row.
 Enter the bank transit/routing number. See example below for determining routing and

account number.

 Enter your account number. (DO NOT include dashes, enter numbers only)
 Your Deposit Order number for your Balance row must be 999
 Click the Save button. You will get the following confirmation message.
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You are now on the system and can enter your time on Kronos. Starting with the next pay period, please
go to www.kronos.utah.edu (preferably with Internet Explorer), click on �“Employee Time Entry,�” type in
your student/employee UNID number for the same username and then your password. After logging on,
you�’ll come to your Timecard. Enter your time �“in�” and �“out�” on each day that you work. (Note that
whereas you do not get paid for holidays, place those hours, if worked, on another day.) After saving
this page, click on the �“Reports�” link (located on the upper right corner, under the help link). Check to
see that on the left side under �“Available Reports,�” �“Time Detail�” is highlighted, and then click on �“View
Report.�” On the day that timecards are due (typically two days before the 15 of each month and again
two days before the end of the month), please print a copy of your report and turn it to a staff member
in the ME Main Office (MEB 2110). This report or timecard is required before you paycheck will be made
available to you. If you have questions regarding this process, please contact Sheila Olson via email at
Sheila.olson@utah.edu or at (801)581 4164.


