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Direct Deposit
1. Set up the agency bank account used for payroll. Direct deposit information is entered in the bank account card, Electronic tab. (For instructions on entering direct deposit information, see “Add a new bank account” on page 20.
2. Set up the employee’s pay distribution and bank account information. This information is entered in the employee card, Pay Distribution table. (For instructions on entering employee direct deposit information, see “Set up direct deposit” on page 202.)
3. [bookmark: _GoBack]When you set up an employee to use direct deposit, or when the employee changes banks, select the Prenote check box. This signals the bank to set up the employee’s direct deposit information. No direct deposits are made for the employee for this payroll. The system removes the check after the direct deposit file is transmitted and direct deposits will be made for future payrolls.
For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
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