Payroll

Payday for bi-weekly/hourly employees is every other Friday.  If the payday falls on a University holiday, the payday is the day before holiday.
Payday for salaried/exempt employees is the last working day of every month. 

 See Payroll Pay Date Calendars at: www.drake.edu/busfin/payroll 
Direct Deposit

Direct deposit of your paycheck is mandatory for all new employees. Checks are directly deposited in your specified account on the actual payday. An Authorization Agreement for Automatic Deposit must be completed. Deposit advices are available on MyDusis. 

Direct Deposit Form

www.drake.edu/blueview  -- Employee Tab
Authorization to Mail paycheck

Drake can only mail a paycheck with written permission of the employee. 

www.drake.edu/blueview  -- Employee Tab

W-4 Form 
Are available online from the following sites:
http://www.irs.gov/pub/irs-pdf/fw4.pdf http://www.state.ia.us/tax/forms/44019.pdf 
www.drake.edu/blueview  -- Employee Tab
Completed forms are to be returned the office of Human Resources for processing.

