Marquette University

Payroll Office

Setting up Direct Deposit



There are two methods available to arrange direct deposit of your paycheck for staff, administrators and faculty.  

Students please see the Student Direct Deposit Instructions on the Payroll, Student Employment, or Bursar’s website.  You must enroll for direct deposit through CheckMarq.  No forms are accepted for enrollment. 

1. Using MyJob (see instructions below)

2. Using the Direct Deposit form located on the Financial Forms page: 

http://www.marquette.edu/comptroller/forms.shtml 
Instructions for direct deposit setup, using MyJob: http://myjob.mu.edu
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How to Sign Up for Direct Deposit Online – Continued
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Adding Direct Deposit Information – continued
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How to Know your Changes Have Been Accepted Through Notifications
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Log on to MyJob using your Emarq user ID and password.





Don’t use the browser back button!





Click Personal Actions.





.











Click MU Employee Self Service





Don’t use the browser back button!





Click radio dot next to Manage Payroll Payments.





Click Start.





Click here to ADD the bank account(s) for Direct Deposits.





You MUST use the View Changes button to proceed to the confirmation page.  On the confirmation page you will use the SUBMIT button to send the changes to the Payroll Department.





Don’t use the browser back button!





Click APPLY.





Enter your account information in each of the appropriate fields. 





The blue dot indicates a change. Please review account for accuracy.








Click SUBMIT.








Click Notifications to view your current notifications regarding transaction changes that you made for direct deposit changes.  The direct deposit changes are electronically routed to the Payroll Department.  You will receive at least 2 notifications.  The first one informs you that the changes were submitted.  The second notication will inform you when the Payroll department has added the change.  




















