
How to Change/Add Direct Deposit 

 
After logging into UKG, you will select the Direct Deposit tab from the main screen.  

 

This will direct you to your current direct deposit setup.  

 

From here, you can choose to make changes to the account(s) you currently have in place. 
Or you can add an account by selecting the blue plus sign to ‘Add’.  

 

 

 

 



***If you are replacing your current account. UKG has a rule in place that only one account 
can have the Available Balance option. Even if this account is made inactive.  

 

You will need to go into the account you want made inactive, select either the Flat Amount 
or Percentage option and enter a 1. You will also need to select Inactive in the drop down 
box. Save these changes and then select the blue plus sign to add your new account.  

 

*****Remember, you must have 1 active account designated with 
Available Balance to ensure you are paid on time. 


