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Payroll – Direct Deposit

Direct Deposit 

Wilberforce University pays employees by direct deposit.   Student payroll is direct deposit onto a debit card.  Paper checks are only issued for the first payroll after an employee is hired to ensure the direct deposit is tested by the bank.   

Direct deposits can go to any bank account (i.e. checking, savings, and investment).  Employees can allocate funds to multiple accounts and/or multiple financial institutions, as needed.  

Direct deposit forms are provided in new hire registration and should be submitted to the Payroll department at hire.  

Changes to direct deposits can be made by completing a new direct deposit form available outside the Payroll Office.   This form must be signed by the employee and submitted 7 days prior to payroll processing to be included on the next pay cycle.  

Employees must take responsibility for checking bank accounts to ensure that money has been deposited to appropriate accounts.  Any variance should be communicated to the Payroll Department immediately for investigation and correction of employee pay record.  

Direct deposits processed in error will be reversed from the account as soon as the error is discovered.  

Employees are responsible to inform Wilberforce University if funds are received in their account in error.  Any unearned money should be returned to the University promptly upon discovery.  







