
 

PAYENTRY – SETTING UP DIRECT DEPOSIT FOR AN EMPLOYEE 
 

1. Click the  link on the Main Menu screen 
2. Choose the name of the employee from the list of active employees, and click on their name. 
3. Click on the direct deposit tab 

 

4. Priority – This is the order that the deposits will be made in if there is more than one bank 
account.  
* Priority for a single account is 99 

5. Fill in the transit and account numbers using a voided check or letter from the employee’s bank 
stating the correct numbers. 

6. If the bank account is a checking account check the box under “Checking”, if it is a savings 
account do not check the box. 

7. The “Amount Code” can be set up to be either a flat amount or a percentage.  If the employee 
wants the entire check to be deposited into one account chose percent as the amount code and 
enter 100.00 in the amount field. If there is only one bank account available and 100% is not 
chosen a live check for the remaining account will be issued.  See below for explanation of 
multiple direct deposit accounts. 

8. Leave the prenote date blank.   BerganKDV will send a $0 file to the employee’s bank account 
to verify the account when the next payroll is processed.   After the next payroll is  processed the 
prenote date will automatically fill in with the payroll date.  For secure pay clients the employee’s 
bank will let BerganKDV know if the account is not valid.  BerganKDV will contact the client to let 
them know that the account is not valid and what changes will need to be made.   If the client is 
not secure pay the employees bank will notify the client directly and changes will need to be 
made 

Returned Prenote for Secure Pay Clients 

If a $0 prenote file is returned to BerganKDV we will contact the client and they will need to 
get the correct information from the employee before the next payroll is processed.   If there 
is not a new bank account or change made then the direct deposit needs to be stopped by 
clicking “remove” which will removed the entire line and avoid funds routing to an invalid 
account. 
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Returned Prenote for non-Secure Pay Clients 

1. The employee’s bank will contact the client directly and the changes will need to made as 
noted above.  

2. If you have a new or corrected bank information then make the changes on the screen which 
includes deleting the prenote date and leaving that field blank. This will case the account to 
prenote with the new information. Always save changes.  

 
 

Multiple Bank Accounts 

If the employee has multiple bank accounts for direct deposit then the order of priority is 
important.  
 
When using a combination of flat amounts and percentages, the flat amounts need to have 
priority as 1 or 2.  And the percentage should be a priority 99 using 100% which indicates that 
any remaining funds will route into that account. 

 
 
When using only percentages be sure that the grand total of all the accounts is 100%.  
Otherwise a live check will issue for any remaining funds. 
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When using only flat amounts a live check will issue when the pay amount is larger than the 
direct deposit amounts.   

 
 
In the scenario above the net pay is $500.00 then a live check will be issued for $200.00. But 
if the net pay is only $250.00 there will be nothing deposited in the priority 99 account. 
 

Employee Changing Bank Accounts 

When an employee establishes a new bank account to replace a current direct deposit 
account, there are two options: 

1. The first check with the new account will be a live check while the new account prenotes. 
2. The first check is direct deposited into the old account while the new account is prenoted.  

 
Live Check Option 

1. End date original direct deposit account.  
2. Set up new direct deposit account. This new account will prenote and the employee will 

automatically receive a live check.  
 
Direct Deposit into Old Account Option  

1. On the first payroll: ensure the original account is set as priority 1 with 100% of remaining net 
pay.  

2. Setup the new account as priority 99 with a flat $10.00. All funds will be deposited into old 
account, there will not be $10.00 remaining to deposit into the new account but the new 
account will be pre-noted. 

3. After payroll has been processed; end date the original account. Change the priority on the 
new account to 99 and the amount to 100% of remaining net pay. 
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