
 
 
 
 
 
 

 
 
 
 

MyInfo Tips and Tools: 
How to Reallocate and Sign Up for Direct Deposit Online 

 
 
 
 

Contact Information: 
Human Resources 

994-3651 
 
 

BPR Website: 
http://www.montana.edu/wwwtreas/BPR.htm 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Set up or Reallocate Direct Deposit of Pay 
 

 
1. In your Internet Explorer browser type www.montana.edu which will bring up the homepage for Montana State 

University. 
2. On the left hand portion of the screen click the link titled “MYINFO”. 
3. Click on ‘Enter Secure Area’. 

 
 

 

http://www.montana.edu/


4. Enter your User ID which is your Banner GID beginning with a dash or your Social Security Number without 
dashes. 

5. Enter your PIN, which is initially your six digit birthdate (i.e.: 010170 for January 1, 1970).  You will immediately be 
prompted to change your PIN to any other six digit code.  If you need assistance with you PIN, please call Human 
Resources (994-3651). 

 

 
 

6. Click the ‘Employee Services’ link or tab. 
 

 



 
7. Click the link ‘Pay Information’. 

 

 
 

8. Then choose ‘Direct Deposit Breakdown’. 
 

 

 
 

9. On the ‘View Direct Deposit Information’ screen, the line at the bottom of the page will read ‘Add New Direct 
Deposit’ if you do not have direct deposit.  Click on that link to enroll in direct deposit. 

 
NOT currently enrolled in Direct Deposit: 

 



NOTE: If you are already signed up for direct deposit, skip to step 14. 
 
10. To add a direct deposit account, enter the bank routing number and account number, choose type of account, 

enter the desired amount or percent to be deposited into that account and choose whether the value is ‘Amount’ 
or ‘Percent’.  Then click ‘Save’.  It is important to enter the above information in the exact sequence you want it to 
be extracted from your net pay. 

 

 
 

11. Repeat Step 10, above, for additional direct deposits accounts. 
 

12. Each time you make a change to your direct deposit allocations or create a new account, be sure to click the ‘Save’ 
button! 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

13. Here you may reorder the priorities of your direct deposits as well as change the amount or percent by routing 
number and account.  You are also allowed to add a new direct deposit choice. (NOTE:  The ‘remaining’ amount 
must be the final entry or largest priority number.) 
 

 
 

14. If your pay is currently direct deposited and you wish to make changes, click ‘Update Direct Deposit Allocation’ on 
the ‘View Direct Deposit Information’ screen. To make changes, repeat steps 10-13 above.  

 



 
 

15. To Print either your Pay Stub or Deductions Summary click the print icon    in the upper right area of your 
screen or push ‘Alt+R’ on the keyboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Note: Here is an example of what your Direct Deposit Allocation screen should look like:  
 

 
 
 
 
 
 
 
 
 
 
 

 


