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Updating Pensioner Direct Deposit Information

Explanation

Screenshot

1. In this business
scenario, you will learn
how to update Direct
Deposit Information in
Atlas Talent powered by
SuccessFactors.

You will first see how add
an additional bank.

Secondly you will see how
to change your main bank.
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2. Click Home.

Quick Actions

&
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Explanation

Screenshot

3. Click My Employee
File.

lick Actions

&

Home

Performance

Continuous Performance

Continuous Feedback

Development

Careers

Company Info

My Employee File

Admin Center

OpenText Hom

A

4. Click Personal
Information.

CAREER ~

PERSONAL INFORMATION

Basic Information

First Name
Middle Name
Last Name
User ID

EMPLOYMENT INFORMATION COMPE

o Org Chart
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Explanation

Screenshot

5. Click Payment Details.

FORMATION

CAREER PERSOMNAL INFORMATION ~
Biographical Information

Personal Information

Mational 1D & Personal Documents

Contact & Addresses

Emergency Contact & Dependents

Payment Details

Username

Email

EMPLOYMENT INFORMATION

v

Show More

@

You will now see your
current Payment details.

In this example you already
have a Main bank but can
now add an additional
bank.

6. Click Edit Payment
Information.

VIATL.. ~

My Employee File v

EMPLOYMENT INFORMATION  ~ COMPENSATION

rch for actions or p4

ESS CERTIFICATIONS

Payment Information| ~#

O]

Effective as of: Jul 01, 2021
Pay Type
Payment Method

Main Payment
Bank Transfer |
United States (U

oy

Country ]

Account Owner

Account Type
(USA)

Routing Number

Account Number
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Explanation

Screenshot

7. You have to select an
effective start date for this
record.

It has to be the start date of
the relevant payroll period.
If not, you will receive an
error message.

Click Open Calendar.

Payment Information

When would you like your changes to take effect?*

i Dec 09, 2021

Pay Type

Main Payment Metho... ~~

Payment Method *

Bank Transfer (05) ~ | G
Country
United States (USA) ~ | G

Ammme et Mo

8. In this scenario, you will
add a bank on the first of
the month.

Click December 1, 2021.

Payment Information

When would you like your changes to take effect?*

Dec 09, 2021

< December 2021 2
Sun Mon Tue Wed Thu Fri  Sat

48 28 29 301112 3 4

50 5 6 7 8 sl 10 11

51 112 13 14 15 1 8

52 119 20 21 22 23 8

23 26 27 28 29 30 31 1

Account Owner
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Explanation Screenshot

9. You can now add a new
bank.

Click Add.

Country

United States (USA)

Account Owner

Account Type (USA)

Routing Number

Account Number

A

=

10. Click Pay Type.

Business |Identifier Code

Currency

US Dollar (USD)

Pay Type

v g

No Selection

Payment Method *

No Selection

Amount

Percent
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11. Click Additional
Payment Method
(additional).

Currency

US Dollar (USD) ~ | g

Pay Type

| INo Selection

Additional Payment Method {additional)

Main Payment Metho ain)

Amount

Percent

Currency

12. Click Payment

Currency

US Dollar (USD) ~ | g

Pay Type

| Additional Payment Met ~ | []

Payment Method *

Method. No Selection v
Amount
Percent
Currency
No Selection v | @
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Explanation

Screenshot

13. You have the option to
use Bank Transfer or a
Check.

Click Bank Transfer.

US Dollar (USD)

Pay Type

Payment Method *

Additional Payment ...

| [No Selection

Bank Transfer (05)

v | 1g

v g

Check (06)

Percent

Currency

No Selection

14. Click Account Type
(USA).

Additional Payment ... ~ | [

Payment Method *

Bank Transfer (05) A% I

Country
United States (USA) ~ | g

Account Owner

Account Type (USA)

No Selection

Bruting Moumbar

Add
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Screenshot

15. Click Account type.

Additional Payment ... ~ | [

Payment Method *
Bank Transfer (03) ~ | g

Country
United States (USA) ~ | g

Account Owner

Account Type (USA)

i No Selection

16. Click Scrollbar.

Payment Information

Business ldentifier Code

Currency

US Dollar (USD)

Pay Type

Additional Payment ...

Payment Method *
Bank Transfer (05)

Country

United States (USA)

Account Owner

Account Type (USA)

Prutina Mumbar

Add

Cancel

Save
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Payment Information

Account Owner

Account Type (USA)

- R
17. Enter the required Routing Nusmh
value in the Routing oufing “umber
Number field. [ 014568877 |
Account Number
Business ldentifier Code
Amount
Account Type (USA)
Checking o
Routing Number
18. Enter the required A R—
value in the Account coount e
Number field. 223344556677 |

Business Identifier Cotw

Amount

Percent

Updating Pensioner Direct Deposit Information
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Screenshot

19. You can now specify
either an Amount or a
Percentage of your Bank
Payment to be transferred
to this Bank account.

For this demonstration you
will use 50%.

Enter the required value in
the Percent field.

R T R P

i 223344556677

Business ldentifier Code

Amount

Percent

E |

Currency

No Selection

20. Click Currency.

RS IET TFTTTv

223344556677

Business |Identifier Code

Amount

Percent

50

Currency

No Selection

Updating Pensioner Direct Deposit Information 1
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Screenshot

21. Enter Usd in the
Currency field.

Payment Information

Account Owner

Kendall Tester

Account Type (USA)

Checking

Routing Number

Account Number

223344556677

Afghan Afghani (AFN)
Albanian Lek (ALL)
Algerian Dinar (DZD)
Angolan Kwanza (AOA)
Argentine Peso (ARS)
Armenian Dram (AMD)

Aruban Florin (AWG)

IET -

Cancel

22. Always ensure that the
currency is US Dollar
(USD).

Click US Dollar (USD).

F TR L WA R

223344556677

Business |dentifier Code

Amount

Percent

50

Currency

| Usd

US Dollar (USD)

Updating Pensioner Direct Deposit Information 12
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Explanation Screenshot

23. Click Save.

Cancel

hod Bank Iranster (UD) |fg
United States (USA) [

er

ber

ber

Ttifier
24. You can now view the
bank you just added. U5 Dollar (USD) [g
Click Show More.

nt Details

Show More

Updating Pensioner Direct Deposit Information
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Explanation

Screenshot

@

You can now see the
additional bank that you
added.

@

You can also update your
existing bank details for the
main bank if you have
moved to a new bank.

Just note this cannot be
changed in the past for

payroll periods already

processed.

It can be done for payroll
periods yet to be
processed.

atlas

My Employee File v Q search for actions or peo...| (D)

S Actions | # Header [H As of Today

< v PERSONAL INFORMATI... ~ EMPLOYMENT INFORMATION COMPENSATION  + ESS CERTIFICATIONS LEAVE OF ABSENCE CERTIFICATIONS & LIC > ESw
Payment Details Payment Information »# ©
Effective as of: Dec 01, 2021
Pay Type Main Payment Method (Main) [g)
Payment Method ~ Bank Transfer (05) g
Country United States (USA) [g] o
Account Owner 3
Account Type =
(USA)
Routing Number
Account Number
Business Identifier -
Code
Currency US Dollar (USD) [7]
Pay Type Additional Payment Method
(additional) (g
Payment Method ~ Bank Transfer (05) &
Country United States (USA) [g]
Account Owner
Account Type
(USA)
Routing Number T+
Account Number

25. Click Edit Payment
Information.

VIATL.. ~ COMPENSATION ~ ESS CERTIFICATIONS

EMPLOYMENT INFORMATION ~

G

Payment Information| ~#

Effective as of: Dec 01, 2021
Pay Type Main Payment
Payment Method Bank Transfer (0
Country United States (US
Account Owner

Account Type
(USA)

Routing Number

Account Number
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Screenshot

26. Click Open Calendar.

Payment Information

When would you like your changes to take effect?*

Pay Type

Main Payment Metho...

Payment Method *

Bank Transfer (05) ~ |_|‘;|
Country

United States (USA) ~ |_|‘;|
Ammme et Mo

27. Go to the next month.

Payment Information

When would you like your changes to take effect?*

Dec 09, 2021

< December 2021 > .
IT]
C||Ck Next Sun Mon Tue Wed Thu Fri Sat
49 28 29 30 1 2 3 4
50 ' & 7 8 11
=1 12 13 14 15 16 17 18
52 019 20 21 22 23 24 25
53 26 27 28 29 30 31 1
A ommme vt s
Updating Pensioner Direct Deposit Information 15
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Screenshot

28. The date you select
must start on the payroll
start date of the current or
future payroll period.

Click January 1, 2022.

Payment Information

When would you like your changes to take effect?*

2022 >

Dec 09, 2021

< January

El

Sun Mon Tue Wed Thu Fri Sat

1 26 27 28 29 30

2 B8 3 4 5 & 7 B8

39 10 11 12 13 14 15

4 /16 17 18 19 20 21 |22

5 23 24 25 26 27 28 28

6 30 31 1 2 3 4 5

Kendall Tester

29. Enter the required
value in the Routing

Country
United States (USA) ~ | g

Account Owner

Account Type (USA)

Checking R

Number field. Routing Number
[ 091000022| |
Account Number
233373
Add
Updating Pensioner Direct Deposit Information 16
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Explanation

Screenshot

30. Click Scrollbar.

Cancel

El

Save
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Explanation Screenshot

31. Enter your new account
number, this is just an
example number.

Enter the required value in
the Account Number field.

Payment Information

U LUUUUL L

Account Number

[ 4444455557 |

Business ldentifier Co

Currency

US Dollar (USD) v | @

Pay Type
Additional Payment ...  ~ | I

32. Always ensure that the
currency is US Dollar
(USD).

Click Currency.

Fayinciie g

Account Number

| 4444455555

Business |Identifier Code

Currency

US Dollar (USD) ~ g

Pay Type
Additional Payment ... ~ | @]

Payment Method *
Bank Transfer (05) N |_|‘;|

Country

Updating Pensioner Direct Deposit Information
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Explanation Screenshot

Payment Information

vILwIIEL

Account Number

4444455555

Business Identifier Code

Currency

33. Enter the required ~
value in the Currency field. Albanian Lek (ALL)

Algerian Dinar (DZA
Angolan Kwanza (AOA)
Argentine Peso (ARS)

Armenian Dram (AMD)

Aruban Florin (AWG)
| United States (USA) ~ g

Account Owner

Account Type (USA)

Add Cancel  Save

Account Number

4444455555

Business |dentifier Code

Currency

| Usd gl

34. Click US Dollar (USD). 0 Dotr (USD)

Pay Type

Additional Payment ...

Payment Method *
Bank Transfer (05) ~ |_|‘;|

Country

United States (USA) ~ | G

Updating Pensioner Direct Deposit Information 19
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Explanation Screenshot

35. Click Save.

Cancel

o EMPLOYMENT INFORMATION ~ COMPENSATION ~ ESS CERTIFICATIONS LE

36. Click Payment :
Information History. Payment Information [ 7] ®

Effective as of: Dec 01, 2021
Pay Type Main Payment Metho
Payment Method Bank Transfer (03) [
Country United States (USA)

=
Account Owner

Account Type
(USA)

Routing Number 333333333
Account Number 333333333

Updating Pensioner Direct Deposit Information 20
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Screenshot

@

You can now see all your
payment details and the
history as well with the
changes you made.

37. Click Cancel.

Dec 01, 2021

thod

wer
e (USA)
ber
nber

ntifier Code

Payment Information Changes

Main Payment Method (Main) @

Bank Transfer (05) T;—

United States (USA) [

333333333
333333333

US Dollar (USD) [A)

Additional Payment Method (additional) [

38. You can now return to
your Home screen.

atlas

< o PERSONAL

Payment Details

My Employee Fils

INFORMATI... EMPLOYMENT INFORMATION COMPENSATION ESS CERTIFICATIONS LEAVE OF ABSENCE CERTIFICATIONS & LIC > jE&~

% Actions | # Header [H As of Today

Payment Information # [T

Effective as of: Dec 01, 2021

Pay Type Main Payment Method (Main) [Z)

Payment Method ~ Bank Transfer (05) [g

Country Urited States (USA) [g] I
Account Owner 3
. Account Type G
Click atlas. (usA)
Routing Number 333333333
Account Number 333333333
Business Identifier -
Currency US Dollar (USD) [g
Pay Type Additional Payment Method
(additional) [£]
Payment Method ~ Bank Transfer (05) [g)
Country Urited States (USA) [g]
Account Owner
Account Type
(USA)
Routing Number T
Account Number 223344556677
Updating Pensioner Direct Deposit Information 21
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Explanation Screenshot

Quick Actions

Org Chart

Organizational Updates

)

>

A

Benefits Information
EBC, Benefitfocus, State Health

| Good evening!

®

Atlas Training
Powered by EnableNow

woddng

39. In this business
scenario, you have seen
how to update your Direct
Deposit Information in
Atlas Talent powered by
SuccessFactors..
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