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Setup Direct Deposit for Wisely Pay Card

This process will be used to help employees setup direct  Additional Resources:

deposit to receive payments to their Wisely pay card. e Human Resources Knowledge Base
e payroll@gmhec.org
Audience: Employees using pay cards e (802)443 2100
Process
Step & Action
Description
Getting Started
> Navigation Path:
Oracle Homepage — Me — Pay — Payment Methods
From the home screen:
e Click on the Me tab on your home page to review your Employee Self-Service applications
e Click on the Pay icon
Me My Client Groups Sales Receivables Payables General Accounting Expenses Procurement My Enter
QUICK ACTIONS AppS.
Personal Details - = =
Step 1.0 C | E
Docimentieoonly Application Directory Onboarding Checklist Tasks
Reference Guides
Navigation rtisare i
Path :
0 0 B
Family and Emergency Contacts Time and Career and Personal My Learning Benﬁts
Absences Performance Information
My Organization Chart.
= e
Hipa a
Current Jobs. Wellness Personal Brand Volunteering Web Clock
Change Photo
e Click on Payment Methods
Document Delivery My Payslips Payment Methods Tax Withholdin
Preferences v Faysip y g
Set up preferences for delivering View, print, download and search Define and prioritize salary payments Go here to update your federal and
documents, current and past payslips, which contain details, such as payment type, payment state income tax withholding. Check this
gross pay, net pay, taxes and other amount and bank accounts details. information when your personal or
information. financial situation changes.
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Step 2.0

Add a new
Direct
Deposit
Account

On this screen, to setup your Wisely pay card for direct deposit:

e Click the +Add button on the Bank Accounts portion of the screen

Bank Accounts

On this screen:

Bank Accounts

*Account Number ‘ ‘

*Account Type
*Bank v

*Bank Branch

*Routing Number gy

e Next to Account Number type in your Wisely pay account number (can be found on the first page
you Wisely Welcome Kit)
o Note: The account number is different from your card number
e Nextto Account Type select Checking
e Next to Bank enter M B Financial Bank
e Next to Bank Branch enter 071922476

After completing all the fields, check your entries for accuracy and click Save.

Your new account will now appear in the Bank Accounts section.

Bank Accounts A~

YOOEOOCO00KAS67 Active Y4
Checking

071922476 - M B FINANCIAL BANK

071922476

M B FINANCIAL BANK

27-May-2022

United States

Note: This will pop up after saving your account. This is a reminder to add your account as your payment
method. If you skip this step your pay will continue to be delivered via live check and mailed to the address
in Oracle.

&

Warning

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

account. (PAY-1636634)
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Step 2.1

Select your
Bank
Account as
your
Payment
Method

On the Payment Methods screen under the My Payment Methods section:

o Click +Add

My Payment Methods I

On this screen:

My Payment Methods

Save Cancel

*What do you want to call this payment method?

*Payment Type

‘ Direct Deposit
*Bank Account

e In the What do you want to call this payment method? field, give your payment method a name
(e.g. ‘Pay Card DD’)

e In the Payment Type field make sure Direct Deposit is selected

e From the Bank Account drop-down, select your bank account that you just created

After completing all the fields, click Save.
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