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DABNEY S LANCASTER
COMMUNITY COLLEGTE





Memorandum




DSLCC

To:

Administrators/Faculty/Staff

From:

Susie Swink/Business Office

Re:

Instructions to Establish Security in REDI
Establishing security in REDI will give you the opportunity to indicate you want to receive an e-mail informing you of electronic deposits to your bank account. Once security is established you will be able to view the history of your remittance payments.   

Print and follow the instructions below to establish your security in REDI:

1.
Go to the Logon ID window on the “Welcome to REDI Virginia” home page at 
http://REDIVirginia.doa.state.va.us 

2.
Key in your social security number followed by 33 

3.
Click on the (Forgot Password/New Account) button located at the left side of the screen 
4.
Type in the last eight digits of the bank account number you chose to have your remittance payments deposited to 

5.
Click on the submit button on the left 

6.
Fill in the fields on the (New Security Record) screen 

7.
At the (Email Alerts) 
window, click on the down arrow and select (Yes) and type your email address in the email address window 

8.
Click the (Accept/Submit) button. This should lead you to a screen that says (Logon is Successful) 

9.
Make menu selections from the list of buttons located on the left side of the screen 

To obtain detailed information pertaining to REDI, access the DOA (Department of Accounts) website at, www.doa.state.va.us. Look to the left of the screen and choose the button that says (EDI). Scroll down to REDI Virginia – A Procedural Guide for State Employees. 

Please contact me if you have any questions.  

Susie Swink

Administrative Assistant

Business Office

Phone:   (540) 863-2803

Email:    sswink@dslcc.edu. 
