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Quick Guide: Updating your Banking Information (Android) 

 

1. Click on the menu icon in the top left corner of the screen.  
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2. Select Forms from the drop-down menu. 
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3. Select the Direct Deposit Form. 
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4. Any existing banking information will appear and can be modified. Select +Add button to 

add a new entry.  
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5. a) Update the required information in the fields provided, including the institution number, branch 

number, financial institution number, and account number. Click on “sample check image” to help 

locate the information. 

 

 

 
 

5. b) A sample check image will appear for viewing. Click OK to close. 
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5. c) Select the Deposit type. Select this Ramainder/Full Amount if you would like your full pay to be 

deposited into a single acount.  

 
5. d) You may select Monetary Amount if you would like a specific amount to be deposted into a 

secondary account. Enter the desired amount in the field provided. This amount will be deposted in 

the secondary account listed. Pleae note that all accounts must be under your name. 
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6. Click on the Add button to attach any supporting documents including a void cheque or banking 

information under your name. Ensure that the information entered in the form matches the supporting 

documents. When finished, click Submit to save your changes. 

 
 

7. Click Browse for Files to locate a document. Click Upload to attach the file. 
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8. Include any comments to be added the employee’s file if needed. Review and click 

Submit at the bottom of the form. You have successfully updated you banking 

information. 

 

 


