Direct Deposit is Going Paperless!!

Starting January 1st, 2006, direct deposit pay stubs will be undergoing a transition to become paperless.  Instead of receiving your pay stub at your department every payday, it will be delivered to you by secure email.  

Here are the details:

On payday, you will receive and email from GVSU.Payroll@smtp.gvsu.edu with the subject line: Grand Valley State University - Payroll Department - Direct Deposit Advice.  The email will read as follows:

The attached .PDF file is a Direct Deposit advice from Grand Valley State

University.

The password to open the file is last name plus the last 4 digits of your

Social Security Number.

Example:  
Joe Smith 123-45-6789



Password = smith6789

You will need Adobe Acrobat Reader to view this attachment. You may

download the Adobe Reader software, for free,  from:

http://www.adobe.com/products/acrobat/readermain.html
You can save the stub to your computer, keep it in a folder in your email, or print it.  
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To save a copy, click the “Save a Copy” button at the top of the Adobe Acrobat Reader Window.  Find a location that you would like to save it under, name it with the pay date, and click ‘Save’.  A copy of this file will now be saved on to your computer.
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· To keep it in your email, we recommend creating a folder to put these emails in to.  Keeping it in your email is convenient because if you are away from your own computer, you can always access your email from any computer.  To create a folder in your email:
· Go to File > New > Folder…
· Select Personal Folder – Click Next > Name the folder - Click Next > Click Finished.
· You will now have a folder in your email ‘Cabinet’ designated for Direct Deposit pay stubs.

The first pay stubs for 2006 will be delivered to you by both email and paper.  We will be delivering pay stubs by email ONLY in the near future.  
If you have any questions regarding the delivery of your pay stub by email, please contact the payroll office at (616)331-2237 or by email: Payroll@gvsu.edu.
