
Direct Deposit Instructions 

To set up direct deposit 
From the user Profile, select the Direct Deposit tab, then select the Change sub tab. 
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Direct Deposit Instructions 

Step 1: Instructions and Terms:  Users must select Yes, then select Next to proceed and receive their 
authentication code. 

 

 

 

Note:  If the authentication code expires or is invalidated, users must return to step 1.  Instructions and 
Terms, then check the box below to request a new code. 
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Direct Deposit Instructions 

Step 2: Direct Deposit Accounts:  Enter the authentication code sent via e-mail or SMS text message, 
then select the account ID hyperlink. 
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Direct Deposit Instructions 

Select Yes to enable the input form, then enter your financial institution information:  Routing #, 
Account # and Account Type. 
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Direct Deposit Instructions 

Step 3: Confirmation:  Review your request summary.  If changes are necessary, return to step 2 using 
the breadcrumb trail or the previous button.  Select Submit to proceed.  Select Cancel to discard and 
return to the profile page. 

 

 

 

After selecting Submit users must enter their password as signature. 

 

 

A letter will be mailed to the primary business location once the request is received.  Users will be sent 
an email or SMS test message with the status of their request.  If you receive notification that direct 
deposit was requested by someone without authorization to initiate the request, please contact the 
Luxury tax Unit immediately at (602) 716-6152 to reject the request. 
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Direct Deposit Instructions 

To Check Pending Requests or Withdraw a Request 
Return to My Accounts and select the Requests tab, then the Waiting to be Processed sub tab.  Select 
the Confirmation # hyperlink to retrieve the requested information. 

 

 

 

Before the request is processed, users can withdraw it by selecting the Withdraw tab. 
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Direct Deposit Instructions 

To disable Direct Deposit 
Enter the authentication code and select the tax account ID hyperlink.  Click Yes to enable the input 
form, then check the Disable Direct Deposit box. 
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