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Using Direct Deposit 
 
Procedure 
 
This guide explains how to use the online Direct Deposit in the HCM system. 
 
To access HCM go to http://www.case.edu/hcm and log in with your CWRU ID and password. 
 

 
 

Step Action 

1. From the Employee Self Service menu, click the Direct Deposit link. 

 
 

Mid month direct deposit account changes must be completed by 
5:00PM on the 1st business day of the month. 
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Step Action 

2. To begin, read the information about cut off dates and and then click 
the Update button. 

 
3. Use the +,  Add a new row  button to add a new account. 

Use the -, Delete a row button to delete an account. 
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Step Action 

4. The new row will show blank fields.  Choose the *Account Type from the drop 
down. 

 

4.
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- The balance deposit type is required. All payments not managed by 
other accounts will be paid to this account. If only entering one account 
it should be setup with the balance type.  
- Users are limited to 5 accounts.  
- If an account is not active or closed when payroll is generated, no 
payment will be deposited to that account. The Payroll Department will 
contact the user once the payment has been rejected.  
- A/P check box indicates the account that any payments issued from 
Accounts Payable are deposited to. Only one account should be 
selected.  
- The Delete button will delete all accounts from the current record and 
revert to the previous saved record.  
 

 
 

Step Action 

10. Click the Save button. 
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Step Action 

11. 
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Step Action 

12. An email from payroll@case.edu w
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