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Instructions for setting up an account in eSuite 
 

1. Navigate to the eSuite website at the following secure link: https://www.co.dutchess.ny.us/websites.hr.portal/. 
2. Under Need a Login? Click Activate Your Account. 
3. Verify your Identity by entering your last name and social security number. 
4. Create a username by entering your email address or first initial and last name. If your name is less than 7 

characters add @dutchessny.gov after your name. 
5. Log into eSuite using your username. 

 

Instructions for Adding or Updating Direct Deposit Information 
 

1. Navigate to the eSuite website at the following secure link: https://www.co.dutchess.ny.us/websites.hr.portal/ 
2. Hover over the MY HR tab and select Direct Deposit from the drop down list 
3. In the Add a Distribution section, select a bank / routing number corresponding to the information received 

from your bank (e.g. check or direct deposit information form) and click Add Distribution. A new section for the 
account information will appear. 

a. If you would like to deposit a specific dollar amount to this account, select Amount, enter the dollar 
amount to be deposited to this account, and enter sequence number 900. If you will add additional 
accounts with exact dollar amounts, use an incrementing sequence (i.e. 901, 902, etc) when adding 
those accounts. 

 
b. If this account will receive your entire pay check, or the balance of your paycheck excluding any exact 

dollar amounts you specified, select Balance of Net. The sequence number will change to 999 and the 
amount field will be cleared out. 

 
c. When using multiple bank accounts for direct deposit, only one may have an amount type of Balance of 

Net. The others must use an amount type of Amount and you must specify an exact amount. 
d. Do not select the Percent of Net amount type. If you select this, your change will not be approved. 

4. Select the Account Type -- checking or savings 
5. Enter your account number. 
6. Select All - All Pay Periods for the frequency. If you select any other option, your change will not be approved. 
7. Check the Paperless Direct Deposit box. 

  
8. Click the Submit Changes button. 
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For Employees already enrolled in Direct Deposit, see below 
 

Instructions for setting up paperless W-2’s 

Please note W2’s will be available to view and print via ESuite each year. Previous W2’s may also be 

printed via ESuite. 

1. Log into eSuite at the following secure link https://www.co.dutchess.ny.us/websites.hr.portal/. 
2. Hover over the MY HR tab and select Print W2 Forms from the drop down list. 

3. Check the Paperless W-2 box.  
 
 
 
 
 
 
 
 
 
 
 

 
4.  Once checked, this message will appear 

 
 
 
 
 
 
 
 
 
 

 

 
5. Click OK 

 

If you have any questions about this process, please contact Payroll at (845)-486-2038 
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