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Step-by-Step Instructions

Zachry Business Use Case

Use the Payment Method functionality of Oracle to add, edit, or deactivate a Bank Account and manage your

Payment Methods.

» The direct deposit information is captured in the Bank Account section before being assigned as a

Payment Method.

» Additional Payment Methods allow for either a fixed percentage amount or dollar amount allocation.
There are a maximum of 3 Bank Accounts and 3 Payment Methods. If an employee chooses not to
set up a direct deposit account, the default in Oracle will be a Pay Card deposit.

Jump to:

Edit Bank Accounts & Payment Methods

Deactivate Banks Accounts & Delete Payment Methods

Add Bank Accounts & Payment Methods

Performed by: Employee

1. Navigate to Homepage and select the Me tab. Click the Pay icon in the App section.

2. The following options appears.

QUICK ACTIONS

APPS
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Select Payment Methods.

@ My Payslips

View, print, download and search
current and past payslips, which
contain gross pay, net pay, taxes and
other information.

o

Payment Methods

Define and prioritize salary payments
details, such as payment type,
payment amount and bank accounts
details.

Year-End Documents

View, print, download and search
year-end documents for current or
prior tax years.

@ Tax Withholding

Go here to update your federal and
state income tax withhelding. Check
this information when your personal
or financial situation changes.
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3. The page below appears. Select the +Add button to add a Bank Account.
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4. The page below appears. Fill out these required fields: Account Number, Account Type, and Routing
Number. Once complete, select Save.

Note:

¢ The Bank and Bank Branch will autofill once you select the Routing Number.
¢ A maximum of 3 banks accounts can be added to the Bank Account section.

Bank Accounts

“Routing Number @

Active

S—

5. After selecting Save, the page below message appears. Select OK.

Warning

‘You must also add a payment method to be paid into your bank

account. (PAY-1636634)

6. To add a payment method, select the +Add button.
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Bank Accounts

PEECE]
111500659
Checking
1323
United States

Active

Add Bank Sccoun t

7. The page below appears. Fill out the required fields: What do you want to call this Payment method,
Payment Type, Payment Amount and Bank Account. Once complete, select Save.

Note: Payment Methods will be satisfied from top to bottom order, as displayed in the system, if you
have more than one. A Reorder button will when more than one Bank Account exists.

My Payment Methods

*What do you want to call this payment method?

( J
*Payment Type

[ Direct Deposit 3

*payment Amount

Save Cancel

| Percentage

~l

00 |96

*Bank Aocount

| M200659 K2345 Checking

8. After selecting Save, the page below appears with the new payment method.

Note: If you have more than one payment method the percentage for all payment methods must add
up to 100%. Additionally, the order of the payment methods determines what gets paid out first in the

event you choose amount type.

Edit Bank Accounts & Payment Methods
Performed by: Employee

1. From the Payment Methods work area select the Edit button (pencil icon) on the Bank Account you

wish to make changes to.

Bank Accounts

+ Add
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2. The page below appears. Make any necessary changes. Once complete, select Save.

Bank Accounts

=

*Country United States

Account Number | XX1010

*Account Type |Checking - |

*Routing Number | 221672851 i ]

Bank 1FIRST BANK

Bank Branch 1FIRST BANK 221672851

Active ¥

3. The page below appears and the changes reflected.

Bank Accounts

XKX0199

Active
221672851

Savings

21123

United States

4. Navigate to My Payment Methods. To edit a Payment Method, select the Edit button (pencil icon).

My Payment Methods

QRG

100 %

Direct Deposit

111906271

KXKNN5650

5. The page below appears. Make any necessary changes. Once complete, select Save.
My Payrnent Methods

Delete
*What do you want to call this payment method? *Payment Amount
QRG | Percentage v || 50 | k3
Payment Type *Bank Account

Direct Deposit

TNS00R5S X9959 Checking v |
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6. The page below appears and the changes you made are saved.
My Payrment Methods
ORG 50 % .

Direct Deposit
111200659
Ha599
Checking

Note: If you have more than one payment method the percentage for all payment methods must add
up to 100%. Additionally, the order of the payment methods determines what gets paid out first in the
event you choose amount type.

Deactivate Bank Accounts & Delete Payment Methods
Performed by: Employee

1. The page below appears. Select the Edit button (pencil icon) next to the Bank Account you want to
delete.

Bank Accounts + Add

2. The page below appears. Uncheck the check box that says Active. Click Save. The Bank Account
will reflect Inactive.
Note: You cannot delete a Bank Account, but you can deactivate it.

Bank Accounts

*Country United States
Account Number

*Account Type

“Routing Number | 221672851
Bank 1FIRST BANK

Bank Branch 1 FIRST BANK 221672851

Active

XXXXX3698 Active
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3. To delete a Payment Method, select the Edit button (pencil icon) next to the Payment Method you
want to remove.

My Payment Methods
QRG11 100 %
Direct Deposit
221672851
Xxx0199
Savings

4. The page below appears. Select the Delete button.

My Payment Methods

‘ Delete ‘ ‘ Cancel ‘
*What do you want to call this payment method? *Bank Account
QRGN 221672851 XXX0199 Savings . |
Payment Type
Direct Deposit

5. You will receive a notice asking: “You’re about to delete this payment method. Do you want to
continue?”. Click OK.

My Payment Methods

.-"_". You're about to delete this payment method. Do you want to continue? (PAY-1636684) E

6. The page below appears with the deleted payment method.

My Payment Methods

Ah

\  Youmust also add a payment method to be paid into your bank account. (PAY-1636634)
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