
 

 

 

CTE Internship Direct Deposit Manual 
Items Needed 
Getting paid by direct deposit is fast and easy! To sign up, you will need your 
Bank's routing number, your savings or checking account number, account type 
and the name of your bank.  Be sure to secure this information before you get 
started. 
 

1.  Bank’s Routing Number (9-digit number) 
2.  Bank Account Number (Account numbers vary by bank) 
3.  Bank Account Type (Checking or Savings) 
4.  Name of Bank (Chase, Bank of America, Santander, etc.) 
5.  Please make sure your account is still active before signing up! 

 
Introducing Split Payments 
You now have the option to have your pay direct deposited into one or two bank 
accounts. By splitting your pay into two deposits, you can send a portion of your 
pay to savings. 
 
Getting Started 
To get started, take a look at the following pages which will guide you through the 
direct deposit sign up process.  Then, when you are ready to sign up, head to the 
CTE Participant Site at https://participant.nycdoeopsr.org/    
 
There is no deadline to sign up for direct deposit – You can sign up anytime 
throughout your Internship.  When signing up, please be sure to enter your 
correct information. 
 
 
 
 

Participants:  Please make sure to enter the correct bank routing number and savings or checking account number in order to 
request direct deposit service. If you have questions, please check with your financial institution to be sure you have the correct 
information and your account is active prior to signing up for direct deposit. If the information you provide is incorrect, and 
we are unable to deposit funds into your account, you will be paid via a payroll card.  If you would like to cancel your direct 
deposit at any time, please let your Coordinator know.  You will be paid via a payroll card. 
 

https://participant.nycdoeopsr.org/


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Direct Deposit:  Next Steps 
After signing up for direct deposit, we will test your account.  If the test is successful, 
you will be paid via direct deposit for the duration of your time with CTE.  You will not 
need to sign up again year.  No payroll card will be made for you.  If you would like 
access to a debit card, please contact your bank.   
 
If your account gets closed, or if you wish to be paid into a different account, please 
contact your Coordinator.   
 
Emails will be sent to all those who attempt to sign up for direct deposit to inform you 
if your attempt to sign up was successful or unsuccessful.  For those attempts which 
were unsuccessful, a payroll card will be made.  

 
 

Payroll Cards 
Participants who do not successfully sign up for direct deposit will be issued a payroll 
card.  The payroll card will be mailed to either your school location or the NYC DOE 
Headquarters, depending on the time of year.  Contact your Coordinator to schedule a 
time to pick up the payroll card and be sure to verify the address to pick up the payroll 
card.  
 
If you have any questions, please contact your Coordinator. 
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