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Updating Bank Info Procedure #

Description: How to update your banking information for direct deposit on Employee

Self Service

Steps:

***Please note currently Self Service can only be

Accessed within the PPS Network***

1.) Log into your self service account at https://selfservice.pps.net/

And put in your User ID and Password

ORACLE
PEOPLESOFT

Password

Select a Language

English

B Enable Accessibility Mode
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2.) That will take you to the home screen where you will then click on Direct Deposit
under Payroll and Compensation — or - click on main menu > then Payroll and

Compensation > then Direct Deposit and that will also get you there

Favorites ¥ Main Menu ¥

ORACLE

Welcome T v

PeopleSott Employee Self Service (ESS) allows active employees access 1o the following:

o Wiew personal information such as home address, phone numbers, emergency contacts,
email addresses, other personal information, benefits information, and dependent
information.

o Ability to update home address, phone numbers, emergency contacts, personal email

This is a secure site that will maintain data integrity while also allowing access o your vital
information.

For questions, contact the HR department at hronlin

PPS Employee Self Service T av

Favorites *

Search Menu:

I%\ Time Reporting
' Report and review your time, schedules, request absences and more.

1 Report Time

Personal Information
Review and updafe your personal information.

ORACI

=l PP5 Language Skills

This is a secure
information.

My Personalizations

Paycheck Modeler

] Professional Growth Report D Fluid Home:
=] Personal Details .
I=] Print Completed Evaluations Welcome = Time Reporti ng '
@ Payroll and Compensation B3 Personal Information r
Review your pay and compensation history. Update your direct deposit and other deduction or _ _
En};r;butign itnrorn'ljatianl. FPeopleSoft Empl M Payroll and Compensat PPS Contract Details
=| PPS Contract Details
=l PPS W4 Tax Information o View pers PPS W4 Tax Information
z PP35 Total Comp Statement email add D Bensfits
EIPay informati 03 Recruiting PPS Total Comp Statement
= o Ability to
= Y 3 PeopleTools Pay

and beneficiary personal information.
=] Life Event:
PP5 Ry Accrual Balances
Benefits Information
ependents and Beneficiaries
Benefits

nent Upload
ndentBeneficiary Info
= Insurance Summary

] Benefits Enraliment

04/26/18

For questions, ¢

My Dictionary

PPS Employee Self Service

3 Reoart Time

Time Reporting
Report and review your time, schedules, request absences and more.

() () ) () () () () 6

Woluntary DeduM
Direct Deposit

View W-2/W-2c Forms

W-2AN-2c Consent

W:\PeopleSoft\HRMS\Payroll, Time&Labor,GL\Procedures\2.Procedures Update Complete

Page 2 of 5




Portland Public Schools Last Updated (date) | 04/26/18

Procedures Last Updated (by) Payroll

Updating Bank Info Procedure #

3.) That will take you to this screen where you can edit, remove or add new
accounts

Favorites ™ Main Menu Payroll and Compensation ¥ >  Direct Deposit

ORACLE’

Direct Deposit

Review, add or update your direct deposit information.

Direct Deposit Details

Account Type Routing Number Account Number Deposit Type Amg:;;ﬂ; gf_g:rs ik Edit Remove

Savings - - Amount - 10 & m

crecry IR W e = % i
¥

iPay Statement Print Option:

Add Account
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4.) If adding new account once you click on it, it will take you here and it will have an
example to help you make sure you are selecting the right numbers for account
and routing number. Deposit order is what order you want the system to process
it in if you have multiple accounts. For example 1 would be process that first for
flat amounts, and then the highest number you would want to be the balance of

net pay account so it processes the remainder last to that account.

Favorites ¥ Main Menu ¥ » Payroll and Compensation ¥ >  Direct Deposit

ORACLE

Direct Deposit
Add Direct Deposit

Your Bank Information

Routing Number View Check Example

Distribution Instructions

Account Number

Retype Account Number
*Account Type

*Deposit Type

Amount or Percent

*Deposit Order | (Example: 1 = First Account Processed)

Submit

* Required Field

Return to Direct Deposit
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***Please note all changes in direct deposit have to go through the Pre-Note
process with the bank so will not take effect immediately, it will take at least one

pay cycle for it to go through the pre-note process***

Please contact payroll at (503) 916-3302 with any questions you have.
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