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Set Up or Modify Direct Deposit in EmpowerMe

1 Navigate to your EmpowerMe homepage:
https://hcm41.sapsf.com/login?company=aleronshar#/login

2 Click "View My Profile"

https://hcm41.sapsf.com/login?company=aleronshar#/login
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3 Click on the dropdown arrow next to Compensation.

4 Click "Payment Details"
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5 Click on the pencil icon to edit your bank details.

6 Select the date you would like these changes to take effect. Note: The effective
date should be selected as the Monday of the prior week to take effect for
the current week's payroll.

Next, open the menu for "Pay Type".
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7 Click "Main Bank (MAIN)".

NOTE: You MUST click Main Bank even if it appears to already be selected in
this menu in order for your next field options to generate correctly.
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8 Next, you will select your payment method for direct deposit or live check.

ACH Contract Payroll USA (P) is the selection for direct deposit.

Contract Payroll Checks (A) is the selection for a live check.
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9 Click "ACH Contract Payroll USA (P)" for direct deposit.

Note: You must select an option from this dropdown menu before
proceeding to the next step.

10 Click "Show 12 more fields"
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11 Click the Bank field.

12 Enter the routing number on your personal checks or attached to your bank
account, RapidPay Card, or Venmo. Select the bank listing that has this
routing number associated with it. If you select the wrong routing number,
your direct deposit will not go through to your account.
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13 Enter your bank account number into the "Account Number" field.

14 Enter your name into the "Account Owner" field.
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15 Select whether this account is a Checking or a Savings account in the Account Type
dropdown menu.

16 Click the "Amount" OR "Percent" fields to enter the dollar amount OR the
percentage of your check that you wish to be deposited into this bank account.
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17 You will need to upload bank backup for your account, such as an image of a
voided check, an account details screenshot, or a bank letter that confirm your:

  1. bank name

  2. routing number

  3. account number

  4. account type, and

  5. that you are the account holder

18 Repeat these steps in the section labeled "Expense Bank Details" to ensure
any expenses paid to you will be deposited into the correct account. If you
wish to have your check split between multiple accounts, you may also add
additional bank accounts by clicking "Add Details" at the bottom left of the
window.

Note: Only ONE expense bank needs to be added, regardless of how many
accounts you elect for your paycheck deposit.
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19 Once you have verified that your account information is accurate and you have
uploaded appropriate account backup as verification, click "Save".

20 Click "Submit" to submit this information to our staff to verify and update for
payroll.

Please check your EmpowerMe homepage for any notifications from our staff in
case they require additional information before updating your account
information.
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21 If your direct deposit information needs to be corrected, our staff will send it back
to you and you will receive the below notification tile on your homepage. Click to
open it and view any comments or questions from our team regarding the reason
it was sent back for correction.

22 Click "Update" to modify the information that needs to be corrected.
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23 Click "Details" to open up all your account information for editing.

24 Modify or add any information that was incorrect or missing.
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25 Click "Done" when you have verified that your information is complete and
accurate.

26 Click "Resubmit" to send your direct deposit information back to our staff.
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27 You may add a comment or question in this dialogue box if you wish. Click
"Submit" when you are done.


