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Setting up Direct Deposit for an Employee 
 
Setup the account(s) 

 
Go to Employee -> Scheduled E/D’s. 
Go to the Direct Deposit tab. 
Click the green plus icon on the right side of the screen just above the In Prenote field. 
Enter the ABA Number (also known as bank routing number), the Employee’s Account 
number and Account Type. At the In Prenote option select yes.  This will automatically 
default to yes. 
Click the green check mark and the yellow sun to save the addition. 
 

 
 
Setup the Scheduled E/D 
 

Click on the Browse Scheduled E/D’s tab. 
Click the green plus icon at the top of the screen. 
You should now be on the Details 1 tab. 
At the E/D Code field, use the dropdown button to select the appropriate code.  
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Each employee can only have one code entered at a time.For Direct deposits you 
will choose from the following Codes C01 Checking, C02 Checking 2; S01 
Savings; S02 Savings2. If you need additional codes setup please call Payroll 
Maxx. 

You have the option to send all of the net pay to a single check, a single account, split 
among multiple accounts, or split between a check and accounts. 
 

For a single account: The only fields that need to be changed are listed below 
 

In the Calculation Method field select None (see sample image below) 
The Effective Start Date should be within the pay period.  
Go to the center column at the EE Direct Deposit field select the account from the drop 
down list. 
At Deduct Whole check choose YES. 
 

 
 
 
For Multiple accounts: The only fields that need to be changed are listed below. 

This example assumes that there are 2 accounts, one that the employee deposits $100 into 
and a second that the employee deposits the remainder into. 
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For the second account:  In the Calculation Method field select Fixed or % of Net (see 
sample image below) 
Enter the flat amount or percentage in the appropriate field.  
The Effective Start Date should be within the pay period. 
Go to the center column. 
In the EE Direct Deposit field select the account from the drop down list. 
At Deduct Whole check choose NO. 
For the remainder of the check, setup the deduction code as in the example for a single 
account. 
 

 
 
 
 
 

 


