
In order to access the Banking Information tab, you must first 
login.   

 

This set of instructions will guide you through the steps to add 
Direct Deposit to your RoyaltyDirect account: 

 

From the Home page, select Banking Information 
 

 

1 

Select

Banking 
Information 



The Banking Information page appears.  Your 
current payment method appears.  In this case, since 
none of the banking information is yet filled out in 
the table, this recipient is being paid by Check. 
 
In order to add Direct Deposit to your account, click 
REQUEST CHANGE.  

 

Jon Smith

2 

Click 

REQUEST 
CHANGE 



A Banking Information window appears which 
indicates your Current Payment Method, and the 
area to Request a Change. 
 
Enter your ACCOUNT TYPE, BANK ACCOUNT NAME, 
BANK ACCOUNT NUMBER and your ROUTING 
NUMBER.  Then click VALIDATE ROUTING NO.   

 

 

  

3 

Enter your 

NEW BANK 
INFORMATION 

Click 

VALIDATE 

ROUTING 

A 

B 



 
A Routing Number validation screen pops up.  Select 
your main bank branch and click DONE.  
 

 

  

4 

Click 

DONE 



 
The Requested Change populates on the right side of 
the screen.  If the change is correctly captured, click 
SAVE.  Otherwise, click CANCEL.  
 

 

 

Confirm SAVE by clicking YES. 

 

  

5 

Click  

SAVE 

Click  

YES 



 
The Requested Change populates in the Banking 
Information table as PENDING.  
 
An email is sent to the account holder alerting them 
to the Pending change. 

 

 

 
The change is sent to the Royalty System and the 
Status is changed to LOCKED.  Once the change is 
updated in the system, the Status changes to 
ACTIVE.  Your next payment will be sent to you via 
electronic banking.  
 
An email is sent to the account holder alerting them 
of the status changes. 
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