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The Employee Dashboard, available from MylWU, provides one-stop access to frequently accessed employee
information.

What is available on the Employee Dashboard?

The Employee Dashboard includes employee pay stub, leave balances, job summary, and earnings history. Additionally,
the updated pay stub includes information such as your home address, job title, and withholding allowances. You can
access historical pay stubs back to 2008.

Supervisors: If you have direct reports, they will be listed under the My Team button. If there is an error (i.e. someone
missing, or someone listed who does not report to you), please let HR know. For your direct reports, you will be able to
view their current leave balances, preferred contact information, emergency contact information and hire date.

Direct Deposit Information: In addition to viewing pay stubs and deduction history, you can review/add/change direct
deposit information. Selecting Direct Deposit Information from the main page will take you to an Allocation Screen that
has a "+Add New" function. You can make an existing account inactive or divide deposits between multiple accounts. An
Add Payroll Allocation box will pop up and ask for new/additional account and routing number.

See screen shots below:
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New accounts added will be “prenote” with your bank, meaning they will not be active the first time
payroll is processed subsequent to the change. To keep your direct deposit active with the previous
account(s) while the new account prenotes, follow these steps.

Only one account can be selected with “Remaining” under Amount. The existing account will need
to be changed prior to adding a new account.
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Change existing account from “Remaining” to “Use Specific Amount” and enter 0.01 as a place
holder and Save.
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Add your new account by selecting the appropriate option.
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Once you select/create a new account, select “Use Specific Amount” and enter .01 as a place holder.
Check the box “By checking this box, | authorize the institution to initiate direct credits and debits on my
behalf” and select “Save New Deposit”.
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Now you have your existing account and your new account established.
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Go to the Active Account and change the Amount back to “Use Remaining Amount”.
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After the new account is processed with the next payroll, you will need to go back into Employee Self
Service to delete the old account and change the Amount selection for the new account to correct
amount.





