
 

      Setting Up Direct Deposit on Employee Self-Service  

The preferred method to sign up and/or change direct deposit information is electronically through  
Employee Self-Service.  Off campus employees who want to utilize this method must sign up for  
DUO Security Two-Step Verification. http://its.uiowa.edu/duo .  If you are off campus you will need to 
contact the ITS HELP DESK and request a 24 hour window to set up Duo  
 
The ITS Help Desk, 319-384-HELP (4357), its-helpdesk@uiowa.edu.  

1. Sign into the employee self-service (this is a different site from ISIS, information entered in 
ISIS does not roll into the employee self-service). http://hris.uiowa.edu/selfservice/ 
 

2. Under the Personal tab select the Payroll section and choose Set Up/Change Direct Deposit. This will 
take you to the start page for setting up your deposit information. 

 
3. On the start page you can choose to divide your net pay among up to three different accounts. 

Use the drop down box to make your selection.  You must select a number from the drop down box 
to advance to the next screen. 
 
 

 
 
 

4. Once you select the number of accounts you would like to set up, press enter to continue to the 
next screen. Read the authorization statement and check the required box. This will allow you 
to save your account information. 
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5. Enter your Transit (routing) number, account number, account type and if you are setting 
up more than one account check the balance box on the account where the remainder of 
your money will be deposited after it has been divided. 
 

 

Examples of Multiple Direct Deposits can be found using the “Examples” link in the upper right 
hand corner. 

 

6. Select the gray "Save" button. Once you have saved your deposit information, you will see 
a green check mark in the top left hand corner to show you have successfully completed 
your entry. 

 

 

***an error message when entering your transit number may indicate that the bank you have 
selected is not in our data base. If this is the case email the payroll office at payroll-
services@uiowa.edu and provide the name, address and routing number of your bank and  
we can add it.  
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