
Add New Accounts Payable Direct Deposit 

1. Log into Patriot Web Self Service. Choose Open General Dashboard from the 
General Self-Service card.  

 

If this card is not on your dashboard, choose View All Cards from either the center or 
right side of the screen and search for ‘General Self-Service’. You can then pin it to your 
dashboard using the bookmark icon in the top right of the card. 

 

 



2. When the General Self-Service Dashboard is open, click on the Direct Deposit 
option. 

 

3. Expand the Accounts Payable Deposit field and click Add New to add a new 
account.  

 

4. A pop up will ask if you would like to create from an existing account or create a new 
one. 

 

5. Selecting Create New will expand the selection fields and allow you to enter your 
Routing Number, Account Number, and Account Type. The Account Number must 
be entered twice. Do not copy and paste the account number into the Verify 
Account Number field. Instead, retype it to minimize the chance of an incorrect 
account number being enrolled. The Bank Name will automatically populate based 



on the Routing Number you provide. Check the box to authorize direct debit. Select 
Save New Deposit.  

 

6. If you have a direct deposit account enrolled for Payroll, you can use this account for 
Accounts Payable Direct Deposit. Choose the Create from existing account 
information option. Use the drop down to select the account you would like to enroll. 
Check the box to authorize direct deposit. Click Save New Deposit. 

 



7. You will receive an email confirming enrollment whether you create a new account 
or enroll an existing account. 

 

8. The enrolled account will show Active as the status in the Accounts Payable Deposit 
section. 

 

9. You do not need to check the box at the bottom of the screen as this box is only to 
cancel changes you have made. 

 

  



Remove Accounts Payable Direct Deposit 

1. Only one account can be enrolled at a time. To remove or replace an account 
expand the Accounts Payable Deposit field. Select the enrolled account, click 
Delete. 

 

2. A pop up will appear that asks for confirmation to delete the account. Select 
Delete. 

 

3. If desired, you may add a new account. Refer to the Adding an account instructions 
above. 

 

 


