How to Set up Direct Deposit

1. Sign into the Safeway Employee site SAFEWAY "
a. At work ‘, htips:/ ‘backstage. safeway .com

b. Athome Mtpsi/femployeesafeway.com/ wiq screen appears ‘

DIRECTZ4HR

2. Click on

3. From home - Click US Login

Piease disable all POP-UP BLOCKERS before logzing inl

sy
D|RECT2-‘HR Login to Direct2HR

Welcome to Safeway Direct2HR FIRST TIME USERS or

online automated HR service which Troubde logging in? Click Here

allows you to view and update

Personal Information, view your

payslips and absence balances, Canada Login o L5 Law o

access payroll and salary history, ‘...\
update direct deposit and voluntary

deductions right frem your computer

Safeway Common Logon

TR —
4. Sign into this screen: )

For help. contact the Service Desk at 1-877-
P

enforcement and other purposes. Unauthorized use
of this computer system may subject you to criminal
prosecution and panalties.

SAFEWAY €).

5. The screen below will appear — select Payroll and Compensation Home

Menu 2 B J| Employee Leave Summary & B
Search:

My Favarites

Safeway

Worklist

Workforce Administration
Benefits

North American Payroll
Workforce Development
Enterprise Learning

Set Up HRMS

» Tree Manager
Reporting Tools
PeopleTools

- My Personalizations

= My Dictionary

Personal/Job Information 2

Personal Information Home

ayroll and Compensation Home - select: Payroll and Compensation Home
Training and Development Home

Employee Self Lockout




How to Set up Direct Deposit

6. Click on Direct Deposit.

Payroll and Compensation Home

Payroll

pﬁ}j View Paycheck

View your current and prior eamings statements on-iine

o use this link for Direct Deposit to any Bank, Crecit
mm @ Union, or other paycard. ** For the Elite Visa
i 2 Paycard only use the Payroll Paycard links below
Review and edit your direct deposit accounts.
?:/7 Payroll Paycard

Register your paycard and edit deposit amounts

**Register New Payroll Paycard
**Update Payroll Paycard Deposit Amount

7. Follow the instructions.

Direct Deposit

Instructions

¢ You are limited to one deposit account per financial institution

o 100% of your net pay must be direct deposited - no partial amounts

o Select "+" to add a direct deposit account

o Select "-" to delete an account

« To edit an existing direct deposit, go to that row, and make the change

Deposit type is either Amount (for a dollar amount) or Percent (for a
percentage) of net pay to be deposited into a particular account. Deposit type
Amount will be taken from net pay first and Percent following. Percent must
total 100%.

Priority determines which direct deposit direction is taken first; the lower the
priority number, the higher the priority. System will automatically assign deposit
order if deposit type is Percent. If deposit type is Amount, user assigns priority.

Need Direct Deposit examples or heip?
[AccountDetails |

Routing Number  *Account Type Account Number *Deposit Type Amount/Percent Priority

1ooxosz78 [checking =] [roococcx ot 5 [ 0 [ ®EE
2 [xxxx72181 [checking 7] [R00000000K~ [percent  ¥] [ 10000 2 EE
— | check f Pay Statement Print Option

1 - Routing Number G?eview and edit your direct deposit accounta

2 - Account Number

1499499999 1999 499 499+ 9999

1 2
By clicking save, | also agree that this electronic signature has the same
legal effect and authority as my original signature.

* Required Field

Save
Employee Home
Go To: Payroll and Compensation Home

Contact the Safeway Employee Service Center at 1-888-255-2269 for assistance with setting up
direct deposit.



