SCEIS Business Process Procedure (BPP) ESS Bank Information

When to Use This Business Process Procedure

Functional Area(s)
Employee Self-Service
Transaction Code
ESS

Roles

Employees

Purpose

Employee Self-Service (ESS) enables employees to perform their own administrative tasks in support of
life and work events.

The Bank Information service is located in the 'My Pay' workset in ESS. Employees can use this service
to set up (or change) their bank information for direct deposit of their paycheck.

Employees will have the option to have up to two bank accounts for direct deposit. The following bank
types will be available:

. Main Bank - This is the main account for which an employee's paycheck is deposited.
Employees can have one valid 'Main Bank' record.

. Other Bank - If an employee wants to split the direct deposit of their paycheck into two accounts
(direct deposit), employees have the option to set up an additional bank account. Employees can
only have one 'Other Bank' record.

If an employee chooses to set up an additional direct deposit bank account, the employee can set a
specific dollar amount or percentage of their paycheck to be deposited into the 'Other Bank." The
remaining portion of the paycheck is deposited into the 'Main Bank.'

NOTES/OTHER:

Employees only have the option to set up direct deposit or maintain existing direct deposit information
(changing banks, bank account numbers, etc.). If the employee is already set up as direct deposit, they
cannot elect to change the payment method to receive a check. If an employee elects to stop their direct
deposit, they should contact their agency's payroll office. Employees (especially New Hires) who are
initially set up to receive a check are strongly encouraged to use direct deposit.

When changes are made to direct deposit, the changes might not be in effect for up to two weeks based
on the timing of the payroll cycles.

DISCLAIMER:
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All employees must read the 'Direct Deposit Authorization' in ESS prior to maintaining their Bank
Information. By using the Bank Information service in ESS, it is assumed that the employee is in
agreement with the disclaimer.

Trigger
Use this service in Employee Self-Service (ESS) to set up (or change) your direct deposit information.
Prerequisites

. A MySCEmployee portal user ID.

o ESS users must have an employee master record (e.g. a personnel number) in SAP with an

active Communications Infotype record (IT0105).
. Applicable roles and authorizations (portal and SAP).

Tips and Tricks
. None.
Helpful Hints

o Always navigate within the MySCEmployee portal (utilize the tabs, links, etc.). Do not use the 'Back’
and 'Forward' buttons on the Internet Explorer (I.E.) toolbar, as they can give atypical results.

Related Transactions

° None.
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Step-by-Step Work Instructions

1.

2.

Field

Start all ESS application by logging on to the MySCEmployee Portal:

MySCEmployee
powered by SEIS

Welcome South Carolina

User ID * | |

Password * | |

Sign up for self-service password reset
Locked or forgotten password? Click here
Change Password

Self Service Password Reset FAQ

For immediate assistance, contact the
Service Deslk at (803) 896-0001 or click
here to submit an online request,

As required, complete/review the following fields:

R/O Description
IC
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UserID* R The MySCEmployee Portal
User ID.

Password * R The employee's password.

3. Click the Log on button [tzaer 1

o

L= After the user is logged on, the tabs on the main page will vary by user, depending on
their roles and authorizations. For example, only managers will see a tab for Manager Self-
Service (MSS) when they log on to the MySCEmployee portal.

6 When using web applications that maintain or create data, always ensure you leave

the application (or log off) when you complete your work. This will prevent record locking.

4. After logging on, the user will be defaulted to the MySCEmployee Home Page.
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empmrres MySCEmployee

oowered by SIGIES

Welcome Employee Self-Service
Alertz and Information | Univerzal Worklist

Uzer Access

[4]¥]

Portal Favorites

Welcome to MySCEmployee

= |eave Request

* Record YWorking Time i
MySCEmployee is the place where state employees can manage the

file with the State. Employees can view their pay statements, make I
contact information from any computer with an internet connection.
convenient tool.

MySCEmployee Updates

« MySCEmployee System Availability: Payroll processing ha:
to Employee Self Service and Manager Self Service

« Important Payroll Information: With the end of the year rap
being made for the January 1 payroll. Employees are encours
Checklist

+ MySCEmployee Password: Due fo an SAP technical issue. |
has changed. Please follow these instructions to change yi
out of MySCEmployee before changing your password

+ Ifyou have not taken the Employee Self Service overvi
as possible. The overview course, along with other MySCEmp

Employee Self-Service

5. Click the Employee Self-Services tab
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el MySCEmployee

sowered by SIEIS

Employee Self-5ervice

My Overview | My Employee Search | My Working Time | My Pay | My Personalinfo | My Benefiiz | My Travel and Ex

[4]¥] |
Detailed Navigation |j Employee Self-Service provides South Carolina employess with eazy access to informatio

* My Overview

T
' i":'i v Emploves Search

I Portal Favorites =] Qick Links
Who's Who
= |eave Request
= Record Working Time
Wy Pay

*Bank Information (Direct Depo=it)
*Employment Verification

-4 Tax Withholding

“oluntary Deductions

Quick Links
Pay Statementsz

e

iy Benefitz
*Emplovee Ingurance Program VWebzites

9 The My Overview page shows all the available worksets in ESS. A workset is a
grouping of web applications based on a functional area (e.g. Benefits, Pay, Time
Management, etc.).

6. Users can go to the next level of navigation, (the area page), by selecting the workset in three
possible actions. Select the workset by performing one of the following functions:

Activity Notes
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Select the workset TAB. The workset
tabs are located below the main ESS
tab.

Click the ICON for the workset.

Ky Pay Wy Pe

Click the main LINK for the workset.

empmmres MySCEmployee

psowered by SIREIS

Employee Self-S5ervice

My Overview | My Employee Search | My Working Time | |

My Perzonal Info

| My Benefitz | My Travel and Ex

My Pay

My Pay
[4]x]
I Detailed Navigation

* My Pay

Pay Information

Pay Statementz
“iew your pay statements (current or hiztorical).

I Portal Favorites

* | eave Regquest o
Emplovment Werification

Create an employment and =alary verification request. The request will
who will mail or fax vour information to third partiss (=uch as a bank or

* Record Working Time

Lirect Deposit and Banking
@) Direct Depesit Authorization
Read thiz prior to maintaining direct deposit.

Bank Informaticn
Maintain your banks for direct deposit.
NOTE: Changes made might not be in effect for up to two weeks.

Deductions and Withholdings
V-4 Tax VWithholding

Maintain vour tax withholdings for Federal and State.
NOTE: Changes made might not be in effect for up to two weeks.

“eluntary Deductions (Recurring)

Maintain recurring deductions, zuch az charitiez, memberzhip dues, cre
inzurance.

NOTE: Entrieg made here will be deducted from each payvcheck.

“oluntary Deductions (One-Times)

Create a one-time only deduction for a charity organization.
NOTE: Entrieg made here will be deducted one-time anly.
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7.

8.

@ The area page includes all the associated web services/applications for that workset,
the links to access the applications, and a short description of each application (if
applicable).

To go to the Bank Information service, click the link 2ankInformation

@ DISCLAIMER: All employees must read the "Direct Deposit Authorization" in ESS
prior to maintaining their Bank Information. By using the Bank Information service in ESS, it
is assumed that the employee is in agreement with the disclaimer.

The overview screen for Bank Information is displayed:

Welcome essit02, MyS C E m p 'Oye e

powered by SIGEIS

Employee Self-Service

My Overview | My Employee Search | My WorkingTime | My Pay | My Perzonalinfo | My Benefiz | My Travel and

Bank Information

[4]¥] 1
Detailed Navigation
[ I Bank Information
= My Pay
[ ] [ 5] [= | [ 4|
I Related Links [ b i . . a
Submit Help Desk Ticket Overview Edit Review and Save

Help - Banks
Comptroller General'zs Payroll Schedul
Tips and Tricks - Banks

Main bank
I Portal Favorites [ Hame: Paige Nicole Manuel
Bank Name: SC STATE FEDERAL CREDIT UNION
* |eave Request
* Record Working Time
|1 Previous S:e;;| | Mew Other bank b| | Ex'rt|

@ Important Direct Deposit and Banking Information:

. Employees only have the option to set up direct deposit or
maintain existing direct deposit information (changing banks, bank account
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numbers, etc.). If the employee is already set up as direct deposit, they cannot
elect to change the payment method to receive a check. Employees (especially
New Hires) who are initially set up to receive a check are strongly encouraged to
use direct deposit.

. The screen shot above shows an example of an existing Main
Bank record that is set up to receive a check. A record is set up as a check when
the Bank Name is not populated.

o When changes are made to direct deposit, they might not be in
effect for up to two weeks based on the timing of the payroll cycles.

9. To change your Main Bank details, click .
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Welcome essit02,

eowered by SIGEIS
Employee Self-Service

My Overview | My Employee Search |

Bank Information

[4]¥] 1

I Detailed Navigation El|
« My Pay

I Related Links [

=  Submit Help Desk Ticket

= Help - Banks

« Comptroller Genesralz Payroll Schedul
= Tips and Tricks - Banks

=l

I Portal Favorites

* | eave Request
* Record Working Time

10.
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My Working Time |

ESS Bank Information

MySCEmployee

My Personal Info My Travel and Ex

| My Benefitz |

My Fay |

I Bank Information

I 1 I| 2 3 E |
Overview Edit Review and Save

Lain kank

Name: Paige Nicole Manuel

Bank Key / Routing Number: |253875730 [ sc STATE FEDERAL CREDI
Bank Account: |123-‘-EE |
Checking ﬂ

Direct Deposit: PA...E|

Account Type:
Payvment Method:

Example Check

YOUR NAME
5555 Street Mame
City, 5T 12345

Pay to the
Crder of

1001

$

Dollars B

DATE

Financial Institwtion
1000 Street Mame
Cily, 5T 12345

For
1:804183855:1 ~BB83527942~ 18010"
I

1 ]
L Routing L Account L Check Number

Mumber Mumber

1 Previous Step | | Review h| | E:-c'rt|

As required, complete/review the following fields:
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Field R/O/C Description

Name R The employee's legal name for direct deposit.
This field is displayed only and is from the
employee's HR master record.

Bank Key / R The bank's unique number used for routing a
Routing Number direct deposit purposes.

. See Step 10.1 and Step 10.2 for tips
on how to find your Bank Key / Routing
Number.

Bank Account R The employee's bank account number.

Account Type R The type of account (i.e. Checking or Savings);
select one from the drop-down.

Payment Method R The payment method type.

NOTE: The payment method for 'Direct Deposit'
will always default. When setting up a new record,
or changing your bank information, employees will
only have the option to set up for direct deposit.
Employees cannot change to receive a check.

10.1. To find the Bank Key / Routing Number, have one of your checks readily available and locate the
9-digit number on the lower left portion of the check. Use the 'Check Example' diagram to assist
you:

YOUR NAME 1001
5555 Streat Mame
City, 3T 12345 [DATE

Pay to the
Order of 3

Dollars

Finaneial institution
1000 Street Name
City, 5T 12345

For

1188418383551 ~@083527942~ 1808101°

|
L Routing L Account L Check Number
Number Number

10.2. To find the Bank Key / Routing Number, click the field drop-down and use the search tool.
Search on the field 'Bank Name' and click .

Thursday, August 11, 2016 11



SCEIS Business Process Procedure (BPP)

ESS Bank Information

[*WACHOVIA®

Bank Country: US

Ctry
s

s
s
s
s

Advanced Search
Bank Key: | Bank name:
City: | Bank Branch: |
Bank number: |

Bank number SWIFT code City

111100106 WINSTON-SALEM
g 1101024 WINSTON-SALEM
B 011102094 WINSTON-SALEM
B 011103022 WINSTON-SALEM
: 111103284 WINSTON-SALEM

|- |- FRow| 1]of4es|-[>]=]

Mame of bank

WACHOWIA BANK M.A.
WACHOWIA BANK M.A.
WACHOWIA BANK M.A.
WACHOWIA BANK M.A.
WACHOWIA BANK MN.A.

House number
401 LINDEN STF
401 LINDEN STF
401 LINDEN STF
401 LINDEN STF
401 LINDEN STF

-f-@ When using the search function:

sensitive.
[ ]
legal name.
1. Maintain the Bank Information and then perform one of the following:
If Then
You want to continue and save the Click

Bank Information.

Always use all upper-case letters. The search tool is case-

Use wildcard searches ( * ) to ensure you find the bank by it's full

You do not want to save the
information entered/changed
and navigate back to the Bank
Information overview page.

Click 1 Previous Step

You want to cancel all activity in the
Bank Information service and
navigate back the the 'My Pay' area

page.

Click

12. For the purpose of this exercise, click .
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ESS Bank Information

Welcome essit02,

sowered iy SIGEIS
Employee Self-Service

My Overview | My Employee Search |

Bank Information

I Detailed Navigation

* My Pay

=l

I Related Links [

=  Submit Help Desk Tickset

= Help - Banks

= Comptroller Generalz Payroll Schedul
= Tip= and Tricks - Banks

=l

I Portal Favorites

= | eave Request
= Record Working Time

13.
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MySCEmployee
_ User Acoess

My Working Time |

My Pay | My Perzonalinfo | My Benefiz |

Bank Information

My Travel and Ex

—il—

Overview Edit

3]
3]

Review and Save Confirmation

Verify the Bank data below

IMain bank

Mame: Paige Nicole Manuel

Bank Key / Routing Number: 011102084 WACHOWLA BANK N.A
Account Number: 587654321

Account Type: Checking

Pavment Method: Direct Deposit: PAYROLL

1 Previous Step | I Sa‘.re| | Ex'rt|

To save the Bank Information record, click .
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14.

If

Welcome essitD2, M yS C E I’Tl p fﬂye e

powered by SIREIS

Employee Self-Service

My Overview | My Employee Search | My WorkingTime | My Pay | My Perzonalinfo | My Benefiz | My Travel and

Bank Information

[4]¢] L
Detailed Navigation
I [ I Bank Information
= My Pay
4 | o | = | [4]
I Related Links [ b ) 2 ] : L4 u

«  Submit Help Desk Tickst E Review and Save Confirmation
= Help - Bankz
=  Comptroller Generalz Payroll Schedul

= Tips and Tricks - Banks

IIl The changez vou made to vour Bank data were zaved

What do you want to do next?
[ Go to Bank Information Owerview
Go to My Pay Homepage
Go to Emplovee Self-Services Homepage
Rain bank

I Portal Favorites

* |eave Hegquest

* Record Working Time

Name: Paige Micole Manuel

Bank Key / Routing Mumber: 011102084  WACHOW1A BANK N.A.

Account Number: 987554321
Account Type: Checking
Payment Method: Direct Deposit: PAYROLL

Perform one of the following:

Then

You want to navigate back to the Bank 5o to Bank Information Owervigw
Information overview page to display
or maintain additional bank data.

You want to navigate back to the 'My  Go to My Pay Homepage
Pay' area page.

You want to navigate all the way back Go to Emploves Self-Services Homepaoe
to the main ESS 'My Overview' page.

15.

For the purpose of this exercise, click the link 210 Bank information Overview
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ESS Bank Information

Welcome essit02,

Employee Seli-Service

My Overview | My Employee Search |

Bank Information

I Detailed Navigation

|| Related Links [

=  Submit Help Desk Tickst

= Help - Banks

« Comptroller Generalz Payroll Schedul
= Tipz and Tricks - Bankz

|I Portal Favorites [

* | eave Regquest
* Record Working Time

My Working Time | My Pay | My Personalinfo |

MySCEmployee

powered by STIEIS

My Benefitz | My Travel and Ex

D—E 2 3 | 1 =
L~ L [
Owverview Edit Review and Save Confirmation

IMain kank
MName: Paige Nicols Manuel
Bank Mame: WACHOWIA BANK M.A.
|4 Previous Step | | Mew Other bank b| | Ex'rt|

k [ New Other bank ¥

16. To create an Other Bank bank, clic
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Welcome essit02,
powered by SGIEIS

Employee Self-Service

My Overview | My Employee Search |

Bank Information

[4]¢] 1

I Detailed Navigation Bl
= My Pay

I Related Links [

=  Submit Help Desk Ticket

= Help - Banks

« Comptroller General'z Payroll Schedul
= Tips and Tricks - Banks

Ell

I Portal Favorites

* |eave Reguest
* Record Working Time

My Working Time |

ESS Bank Information

MySCEmployee

My Pay | My Personal Info

I Bank Information

| My Benefitz |

My Travel and

WACHOWIA BANK N.A.

—a—12] [3] Il
Overview Edit Review and Save Confirmation

Other bank

MName: Paige Micole Manuel

Bank Key / Routing Number: [011102094 [

Bank Account: |12?-‘-E§ |

Account Type: u

Pavment Method:

Standard Percentage:
ar

Dollar Armount:

Example Check

Direct Deposit: F'A...El

YOUR NAME
5555 Street Name
City, 5T 12345
Pay to the
Crder of

1001
DATE

$

Financial Institution
1000 Street Name
Cily, 5T 12345

For

Dollars B

118041858351 ~BB3527942~

1
L Account

1
L Routing
Number

Mumber

1 Previous Step | | Review b| | Ex'rt|

|
L Check Number

@ Set up an Other Bank record by maintaining the same fields as described in Step 10.
Additionally, the Other Bank screen has the fields 'Standard Percentage' and 'Dollar
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Amount." One of these must be maintained. If an employee chooses to set up an
additional direct deposit, the Other Bank is paid the dollar amount or percentage amount
defined. The remaining portion of net pay is deposited into the Main Bank.
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You maintained your direct deposit and bank information in ESS.
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None.
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