SECTION 13: SPECIAL PROCESSES, Direct
Deposit

Direct Deposit for Emergency Firefighters

INTRODUCTION

Emergency firefighters (EFFs) may sign up for direct deposit by completing a State of Alaska Direct Deposit
Authorization form specifying the financial institution and account to which their net pay should be deposited.
The Direct Deposit Authorization form is forwarded to the Division of Finance for processing.

The Division of Finance will establish a V600 deduction record on the A7x — Deduction Control screen. The
transit routing number, the employee’ s bank account number and the account type are entered on this record.
Direct Deposit enrollment requires a minimum of two pay periods to process successfully. Thefirsttime a
direct deposit processes, an entry with only account information is sent to the financia institution for a pre-note
process. No money is transmitted and the employee isissued a paper warrant. The pre-note process verifies the
transit routing number and the account information. If it is correct, the next payroll is electronically deposited
and a payroll advice is distributed to the current address on record in AKPAY . If the account information is not
correct, acorrection in AKPAY isrequired and the pre-note process is repeated.

EFF s complete employment paperwork each season asif they were anew hire. However, once hired, they
typically continue as activein AKPAY to avoid the additional work of separating and re-hiring large numbers
of employeesin a short period of time. In order to prevent direct deposit records from being left active for years
even if an employee doesn’t work, DOF will automatically enter an end date when setting up the new record.
The end date will be the last day of the current payroll year. If the employee returns, completes a new form and

the information is the same as the previous record, the end date will be removed and a pre-note processis not
required. Pay will immediately be electronically deposited.

PROCEDURES

EFF New Hire Employee

1. The employee completes the direct deposit authorization form and forwards it to the Resources Technical
Service Group (TSG).

2. TheTSG marksthe top of the form “EFF" and forwards the form to Division of Finance (DOF).
3. The DOF will set up anew record on the A7 screen.

4. Thenew record will have an end date of 12/15/xx with xx being the current year.

5. DOF will return the DDP formsto the TSG once the pre-note processis verified.

EFF Returning in a Subsequent Y ear

1. If the employee returnsto duty as an EFF the following year and anew direct deposit authorization is
completed, mark it as EFF and forward to DOF.

2. DOF will verify the transit routing number, account number and type are the same. If so, DOF will refresh
the existing effective date and change the DATE CODE to T (table). Thiswill remove the end date and
changeit to AKPAY end of time (12/31/2099).
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SPECIAL PROCESSES: DIRECT DEPOSIT,
DIRECT DEPOSIT FOR EMERGENCY FIREFIGHTERS

SUMMARY

Care must be taken in giving direct deposit authorization to EFFs. 1f the employee transfers to a position other
then EFF, coordination is necessary to ensure the end date of the record is removed or updated according to the
employee’ s request in the new position.
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