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HOW TO | Set Up your Direct Deposit within ESS

STEP1

Click on “Employee & Manager Self
Service” button, on the
Intranet Home page. Tho bout phuce 20:be your bos.
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STEP 2 STEP 3

Log into PeopleSoft Click on Pay & Leave Balances, then Direct Deposit

* My Page

= Baptist Health
i South Florida

Mews Pay & Leave Balances

Feapleiol b2 User Gunde

WHAT'S NEW IN 1
PeopleSoft 9.2

Benefits Fersanal Infarmation Perfarmance rent

< My Page

E& Paychecks

& PTO/Leave Balances

Direct Deposit

E5 Compensation History
il W-4 Tax Information
w2l \W_2/W-2c Consent

el View W-2/W-2c Forms

w2 \W-2 Reissue Request
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STEP 4 B Paychecks Direct Deposit
Clickon"Add Account” @ PTO/Leave Balances Janette Boada
Direct Deposit Review, add or update
Direct Deposit Detail
EZ! Compensation History Account Type &
il W-4 Tax Information Checking
e Wo2/W-2c Consent B
< My Page Pay
STEP 5 &5 Paychecks Add Direct Deposit
Pl ease Ente r @ PTOILeave Balances Janetiz Boada
d. ACH Routlng Number = 267082201 Your Bank Information
b. Account Number (retype the account pirect Deposit Routing Number
number) = CU Checking/Savings Account Number* = compensation Hstory View Check Example
& Select the ACCOU nt T e Distribution Instructions
’ . yp ﬂj W-4 Tax Information Account Number |‘
d. Select the Deposit Type [Amount, Percent, or
Balance] - please note you may only have one B we2my-2c Consent Retype Account Number
active “balance account”. e R e “Account Type v
e. Deposit Order - IMPORTANT: The account “Deposit Type .

el W-2 Reissue Request

listed as the balance account should have the
highest number in the deposit order field. Once @ Lawson Historical Paychecks Deposit Order
balance is selected as the deposit type, the Q istoical Pay Summary ﬂ

system will default the deposit order to “999”.

Amount or Percent

(Example: 1 = First Account Processed)

Submit
* Required Field Return to Fluid Direct Deposit List page

*If you need your account number call the Credit Union at 786.257.2300
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STEP 6 STEP 7

Arriveat confirmationscreenandreceive email confirmation Accountinformation should now be present

F L ! |
avorites Main Menu avorites | Main Menu

Home Add to My Links | Worksst = Sign out

& Baptist Health South Florida

# | Baptist Health South Florida

My Page

My Page
& H =
e Direct Deposit
Submit Confirmation 3
John Smith
¥ The Submit was successhs
e~ Review 200 or update your 2Irec 0spos it mtormation
% However, Sus 1o iming. your change mas not 3¢ refiecied on the next aycheds
< [ OUCE DRI DV et ————=— "
Account Deposit Amount or Deposit
Tyee Noutny Humber Account Humtes Yype Percent Order
necking 123456789 12345678912345 Batance 909 Ean Daisle
AQd Account

Retun te Emploree Seft Sendce
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