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Setting Up your Accounts Payable Deposit 
 

 

Employees can set up 

banking direct deposit 

information for their 

Accounts Payable 

transactions by 

completing the Accounts 

Payable Deposit Section. 

NOTE: Employees can 

have only one Accounts 

Payable Direct Deposit 

Account. 

 

 

 

 

You may select Create From Existing to set up you Accounts Payable 

Direct Deposit using on of your existing Payroll Direct Deposit Accounts. 

To add an Accounts Payable Deposit using Create From Existing, select 

the payroll account you wish to use from the drop-down menu and click 

Save New Deposit.  

 

 

 

 

 

If you would rather have AP Reimbursement funds deposited into a new 

account, you may select Create New to add a new account (see below). To 

add a new account, select Create New, and follow the instructions 

outlined above for creating a new Payroll Direct deposit.   

 


