Payroll Deduction Set-Up for CPS Employees




1. Have staff member access their HR4U account on their computer
(Must be on school network)
2. Click on “Self Service” in a blue box in the upper left corner
3. Then click on “Direct Deposit” in the middle list of options
4. In the 1st box, type in the ROUTING number: 052002166
5. In the 2nd box down, type in the ACCOUNT number: 9108638584
6. In the 3th box down, re-type the ACCOUNT number again: 9108638584
7. In the 4th box, drop down “Account Type” select “Checking”
8. Confirm Amount Type is “AMOUNT” (never-ever use PERCENTAGE OR BALANCE)
9. Enter the payroll deduction amount of the products they signed-up for from BenSelect
e.g. $50.00
10. In the last box, enter the sequence number: 
a. Make a mental note of how many other deductions are coming out of their payroll
b. If there are no other deductions, enter the number “2”
c. If there are 3 other deductions, enter the number “4”
11. Return to Direct Deposit home page:
a. Click on link to the left for new deduction
b. With your phone camera, take a picture of the new deposit
c. Send picture of the new direct deposit to Home Office via e-mail: info@usa4you.com
12. Inform enrollee CPS will send an e-mail confirming the direct deposit has been set-up
13. Tell them it will say “Citibank” on their payroll deduction
14. Affirm their wise decision to protect them, their family and lifestyle

IF DEPOSIT WILL NOT SUBMIT
1. Return to Direct Deposit home page
2. Click on the edit pencil
3. Change AMOUNT TYPE to BALANCE (Percentage or Amount cannot be selected)
4. Can only make one change per day	
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