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Direct Deposit

ESS JOB AID
MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

LOGGING INTO ESS

Dev - bpida0iz: 1

INTRGRITY

[EUSTIRRE North Carolina
Office of the State Controller

Welcome State of North Carolina Employees

fenm

|NCID I
| Password

1. Type your NCID and password and click the Log On button.

I Overview

wHenng

_..!" My nig T
-, i Record your working times, plan your leave, and display your

s data,
85 ot
Stale
Guigk Liris
Eggorg Yipriing Timg

Daziay the plans i which you are currently snreled; snrel in
t plans durng he Staie's
annual enrolmant paricds; Acoess Siate Healkh Plan forms

L 10081 COMDEnBAtnn SLNIEMmEn], oF

Manage your resses, direct deposi, and informalion about
famdy membars and depandents

Sl

2. Select the My Data (ESS) tab.
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

| S4PGUI | Reporis R SystemMondoring

[Heme IETETYCEl iy startuss)

Owerview | My Employss Saarch | My Working Time | My Benafis | My Pay | My Personsl Data
I Overview (=]
Empioyes Seit-Service appications provide Horth Carpling State empioyees with easy access to nformaton and services. This page gives an overview of the entire
eiferng
-
My Fmginyes Search y ‘.,,' W Warking Tiee
Search for NG State employess; find basic nformation aboul ~ N/ Record your workng times, plan your Bave, and dspiay your
coleagues and their position in the time data

Ceate

Ly Bane fits
Daplay tha pland i which you are currently annsled; anrel n
P 21 plans during e Stale's

annual enrolment pariods; acosss Slate Heath Plan fanms
Uy Pergonal Data _

;'J_\_ Uanage you e55eS, drect deposs. and migrmaten about
famdy members and depandenis

3. Select the My Personal Data link or sub-tab.

Cuick Linig

Becord Yorkng Time

¥ Py SIADSMENE, 1008 COMDanSATnS SENIaman], oF
W22

Direct Deposit
@ E=zad Befors Creating or Changing Direct Deposit Information -

Bank Information

Maintain your direct depesit and banking information.

The Office of the State Controller (OSC) will transmit your
payment

glectronically based on the information wou have provided. If
the

payrell transmizsion failz because yvou have given incorrect or
putdated informatien, the State can only provide a replacement
payment AFTER a refund from the financial institution has been
received. I iz impertant that vou provide correct account

and bank routing numbers if you change banks or account
numeers.

The OSC has the right to retract and cerrect payments, as
necezzary.

4. Read the Read Before Creating or Changing Direct Deposit Information.

Direct Deposit
) Bead Before Creating or Changing Direct Deposit Information

Bank Information

IMaintain vour direct depos=it and banking information.

The QOffice of the State Controller (OSC) will transmit vour
payment

electronically bazed on the infermation vou have provided. |If
the

payroll fransmiz=ion faile because you have given incorrect or
outdated information, the State can only provide a replacement
pavment AFTER a refund from the financial ingtitution haz been
received. It iz important that vou provide correct account

and btank routing numbers if vou change banks or account
numbers.

The QSC hag the right to retract and correct paymentz, as
NECEIZATY.
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

Main Bank

I Bank Information

P 1 2 3 I 4 |
— L= L L
Overview Edit Review and Save

Kain bank
Payee:
Bank Mame: BCBSMC CREDIT UNION

Account Number:

o | 4mm

1. To edit your main bank select the edit box.

Overvew | My Employes Search | Wy Working Tims Wy Benafts | My Pay My Personal Data

Mote: Be sure to have a check from the account into which
ther deposit will e made available to reference,

n Enter your Bank Number, which appears on the
Bottom el of the check as indicated Dy number 1 Below.

B Enter your Account Numbaer, which appaars on thes bottom
mikddle of the check as indicated by numil»er 2 elow. The
deposil account numiber kength varnes by financial institution.

B Do not anter the Check Numbaer, as indicated by mumiser
3 below.

@ Sury . Carclins MNo. 1382 @ ]
—— 123 Dasacon Lans
Bank Humbar w | Falaigh, MC 27688 LATE
55—-:-»-; 8 Savings BAY TO THE
= CRDER OF £
accounttiumpar: [ ] ©tene
LLARS

Curmency’ UsD For n a a

@;I:123156789IE;EE503211SIE)‘ 1582, @

4 +* 1

The anky The deposit The chack numiber

FOLTING NLMler acocounl numiber  (May appear before

deroded Ly rire il chepoail numiber)

() digita surraundad

iy

2. Complete the Bank (routing) Number and Account Number fields. Notice the diagram above that
explains where to find this information on your check.

3. Next indicate if the account is Checking or Savings.

The system will default the next available valid from begin date. If you are a monthly employee
this will be the first day of the next available month in which your change can be effective. If you
are biweekly this will be the first day of the next available pay period. If you wish to change this
date, you can select available dates from the drop-down menu.

NOTE: There is no stop date for main bank. The system will end the old account and start the
new account based on the start date you select here.
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

Walid as of Future Date:| &1/2010 u

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

4. Click the Review button to display the Bank Information screen to allow you to verify all
information before you save it.

Ny Data (E5SS)

Overvew | My Empioy g Time | MyBenefis | MyPay | My Personal Data

I Bank Information

3 BN NG

Qvervisw Edit Review and Save

Verify the Bank data below

Main bank

Country A
Fayee:

City Durham
ZF Code 2rrar

Sank's Amancan Bankers’ Sssocabon Nuember

Sank Account Number I

BCEouAt _y,‘;!- |:':E-Es."; Anfiand
:h:\ et Mathed Pa-_.-.-a: Direst Dapost
Purpose:

Currency: usDh

Wakd from EMN2010

[A Previous Sten | [ Save] [Exit]

5. Review and verify the information you entered.
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

My Data (ESS)

Overview | My Employee Search | My Working Time | My Benefiis | My Pay | My Perzonal Data

I Bank Information

I o

Confirmation

|I| The changes you made to your Bank data were saved

VWhat do you want to do next?

Go to Bank Information Owverview

Go to My Perzcnal Data homepage

Go to Emploves Self-Services homepage

Main kank

Country: Usa
Payse:

City: Durham

ZIP Code: % 27707
Bank's American Bankers' Az=sociation Number: e

Bank Account Mumber:

Account Type: Checking Account
Payment Method: Payroll Direct Deposit
Purpoze:

Currency: usop

Walid from &/1/2010

You will know your change was saved with the confirmation statement. You can choose to log off at this

point, go back to the Bank Information Overview page, My Personal Data homepage, or the Employee Self
Service homepage.

Other Bank

Employees are allowed to have up to three other banks. Other banks are optional.
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CREATING NEW OTHER BANK

Other bank

Walid from §/M12/2010
Payee:

Bank Name:

Account Number:

[ Bt | [ Dekte |

New Other bank

RBC BANK (U5A)

|

[4 Previous Step | | New Other bank k| [ Extt |

1. To create another bank, select either of the New Other bank boxes.

| My Working Time Wy Benefts | My Pay My Personal Data

Overview | My Employes Search

Mote: Be sure to have a check from the account into which
e deposit will e made availabxle 1o reference.

Entar your Bank Number, which appaars on the
battom left of the check as indicated by number 1 Below.

E Enter your Account Mumber, which appaars on this Bottom
middle of the check as indicated by numibzer 2 Delow. The

Thes amky’
FoLtinGg NuUnler n
airrotad Ly reirsg

w deposil account number length vares by financial institution.
B Do not enter the Check Mumber, as indicated by numibesr
3 Belonsy
@SMW Q. Carelinm Mo. 1382 %
— 123 Baason Lans
Bank Fumbsr :G Falaigh, T ITER9 DATE
¥ Checiong O Savings PAY TO THR
2 CRDER OF %
Accouni Number s e
ccount b I]:
Currens uso For n B B
@!I:123-|15-ETEBIE;EEEDBEIISQE} ISBZJ @
+ i

+

The deponait
Seoounl umiter

The check numisoer
{many appear efors
thvs Sipoait PumEsecy

{9} cigita surrounded
[ H

Complete the Bank (routing) Number and Account Number fields. Notice the diagram that
explains where to find this information on your check. Next indicate if the account is checking or

savings.

The system will default the next available valid from (begin) date. For monthly and biweekly
employees this will be the first day of the current payroll or the first day of the next available pay
period if the current payroll is no longer available for changes. The date of 12/31/9999 will also
default for a valid to date. This date can be changed if you want to only have it effective for a
certain time period.

NOTE: BIWEEKLY EMPLOYEES — the valid to date cannot be earlier than today’s date.
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

Validity Period:{2/7/2010 [+| to: [1221/28%8 ||

|1l Previous Step | | Review r| | E:-c'rt|

3. Click the Review button to verify all information on the Bank Information screen before you save it.

| My Personal Data

Qvdrvigw Edit Review and Save

Verify the Bank data below

Main bank

Country: Usa

Payes:

City Durham

ZI2 Code 27ToT

Sank's American Bankers’ Assccation Number

Bank Account Number

Aczount Type Chiecking Accoun
Payment IMathod Payroll Direct Deposi
Purpose

Currency: ush

Valid from 872010

[ Previows St | [ Save] [Exi]

You will know your change was saved with the confirmation statement. You can choose to log off at
this point, go back to the Bank Information Overview page, My Personal Data homepage, or the
Employee’s Self-Service homepage.

EDITING OTHER BANKS

You can change your other bank information by changing amounts or valid to date.

Other bank

Valid from 8/7/2010

Payee:

Bank Mame: STATE Er-1F'1 “YEES CREDNT UNION
Account Number:

S o | [ Deee

1. To change your other bank information, select the Edit box.

Standard Percentage: El

ar

Default Valus:
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

2. Change your Amount or Percent.

NOTE: Do not change the routing number, account number or account type here. If you wish to
create a new other bank, review the steps for OTHER BANK — CREATING NEW OTHER BANK.

The system will default the next available valid from begin date. For monthly and biweekly
employees, this will be the first day of the current payroll or the first day of the next available pay
period if the current payroll is no longer available for changes. The date of 12/31/9999 will also
default for a valid to date. This date can be changed if you want to only have it effective for a
certain time period.

NOTE: BIWEEKLY EMPLOYEES — the valid to date cannot be earlier than today’s date.

NOTE: If you need to stop your current other bank in the current payroll, please see the
STOPPING CURRENT OTHER BANK steps later in this document.

Validity Period:{2/7/2010 [+ to: [1221/9988 ]|

[% Previous Step | | Review P| | Ex'rt|

3. Click the Review button to verify all information on the Bank Information screen before you save it.

My Data (E5S}

Overview | My Employee Search | My Working Time | My Benefiiz | My Pay | My Personal Data

I Bank Information

v ——

Confirmation

|I| The changes vou made to yvour Bank data were zaved

VWhat do you want to do next?

Go to Bank Infermaticn Overview

Go to My Perzcnal Data homepage

Go to Emplovee Self-Services homepage

Main kank

Country: USA
Payee:

City: Durham

ZIP Code: % 27707

Bank'z American Bankers' Azzociation Number:
Bank Account Number: S b b

Account Type: Checking Account
Payment Method: Payrell Direct Depozit
Purpoze:

Currency: usD

Walid from 8/1/2010
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

You will know your change was saved with the confirmation statement. You can choose to log off at this
point, go back to the Bank Information Overview page, My Personal Data homepage, or the Employee’s
Self-Service homepage.

STOPPING CURRENT OTHER BANK

?ther hank

Valid from 8/7/2010

Payee: 1

Bank Mams: STATE EMPLOYEES CREDIT UMION
Account Number:

[ Edt | [ Dektc |{qumm

1. To stop your current other bank, select the Delete box.

I Bank Information

I 1 2 I 3 M4 ]
[ [ [ L]
Overview Edit Review and Save

Verify the Bank data belows

Other bank

Country: UzA
Payee:

City: Garner
ZIP Code: 27520

Bank'z American Bankers" Az=ociation Mumber:
Bank Account Mumber:

Account Type: Savings Account
Payment Method: Payroll Direct Deposit
Purpoze:
Currency: UsDh
Standard Percentags: 0
Default Walus: 25.00
alid from &/7/2010 l
1 Previous Step | | Delete | | Exit |

2. The system will default the most current payroll effective date. You cannot change this date. If
you wish to stop the current other bank with a future effective date, see the EDIT CURRENT
OTHER BANK steps listed earlier in this document. The defaulted date will be the first date of the
next available pay period. The system will delimit (or stop) the account with a date that is one day
before the date given. Choose the Delete box here when you review the information.
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—] 1 {2 }—3] [a]—m
S p Fll I =

Review and Save Confirmation

@ The following Bank data was deleted

What do you want to do next?

Go to Bank Information Overview

Go to My Perzcnal Data homepage

Go to Emplovee Self-Services hemepage

Other bank

Country: Usa

Payee: F ]

City: Garner

ZIP Code: 27529

Bank'z American Bankers’ Azzociation Number:

Bank Account Number:

Account Type: Savings Account
Payment Method: Payroll Direct Depozit
Purpoze:

Currency: UsDh

Standard Percentags: 0

Default Walue: 25.00

Yalid from &/7/2010

3. You will know your change was saved with the confirmation statement. You can choose to log off at
this point, go back to the Bank Information overview page, My Personal Data homepage, or the
Employee Self Service homepage.

AP REIMBURSEMENT BANK

Department of Transportation employees can create and change their AP reimbursement bank (travel
reimbursements) using ESS. This function is for DOT employees only.

AP Reimbursement Bank information does not have any effect on where or how your payroll check is
deposited.
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CREATING A REIMBURSEMENT BANK

I Bank Information

—il— ] [4f—=

Overview

Main bank

Payss:
Bank Name: STATE EMPLOYEES CREDIT UNION
Account Number:

[4] Previous Step | [ Hew Other bank | | New AP Reimbursement Bank B | Ext |

1. Select New AP Reimbursement Bank.

l Bank Information

S BRI 7}

Crvsriidw Edit Revisw and Save

AP Reimbursement Bank

Hote: Be sure 1o have a check from the account into which
the deposit will be made available (o refersnce,

n Entar your Bank Numbar, which appaars on the
Bottam e of the chack as indicated by numiiber 1 Balow.

ﬂ Entar your Account Mumbaer, which appéars on the Bothoam
mitddie of the chaeck as indicated by numiber 2 below, Ths
deposit account umibaer length varies by financial institution.

“ Do not enter the Check Mumbsr, as indicated by nunmibser

3 halow,
@Su! Q. Caralins Mo, 1582%
. S 133 Lame
Bank Number | Q Halsigh. WG 27880 DATE
(' Checking ) Savings PAY TC THE
& ORDER OF £
Ageount Musnber ane
Currency usD For
The banks The deposit The check number
rowting number is account numibier  (May appoear bafore
dancied by nine el SRt Al
(5 chigits Surmounded
A

wakd s of Future Date{ 107072011 =)

2. Complete the bank (routing) number and account number fields.
Notice the diagram below that explains where to find this information on your check.

3. Next indicate if the account is checking or savings. The system will default the next available valid
From (begin) date.
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“alid az of Future Date:| 10/1/2011 ﬂ

|4 Previous Step | | Review F| | Ex'rt|

4. Click the review button to verify all information on the bank information screen before you save it.

I Bank Information

Ir 1 I 2 3 4 m
|
Overview Edit Review and Save firmation

Verify the Bank data below

AP Reimbursement Bank

Country: Ues
Payes:

City: Zebulon
ZIP Code: 27557

Bank's American Bankers’ Ag=ociation Number:
Bank Account Number:

Account Typs: Checking Account
Payment Method: Payroll Direct Deposit
Furpoze:

Currency: UsD

Valid from 104142011

|4 Previous Step | | Sa'.re| | Ex'rt|

5. Verify the information displayed and click the Save button to save your changes. If the changes are
incorrect, click Previous step to go back to the previous screen to change.

EDITING AN AP REIMBURSEMENT BANK

Only one AP reimbursement bank is allowed at one time.

AP Reimburzement Bank

Valid from 10/1/2011

Payee:

Bank Nams: STATE EMPLOYEES CREDIT UMION
Account Number:

[ Edt | | Delete |

1. To edit your current AP reimbursement bank, select the Edit box.
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l Bank Information

- ® T om0

Overasw Edit Review and Save

AP Reimbursement Bank

Hote: Be sure o have a check from the account into which
the deposit will be made available 1o reference.

n Entar your Bank Numbaer, which appears on thie
Bottom e of the chack as ndicated by number 1 Balow.

Enter your Account Number, which appears on the bottom
mmidkciliy of tha chack as indicated by numibser 2 alow, This
deposit account numiber length varies by financial institution.

ﬂ Do not enter the Check Mumiber, as indicated by numibser

3 habovw,
@Iu! Q. Caralins Mo, 1582%
133 Lases
Halssgh. T 37890 DATE,
' Checking ) Savings PAY TO THE s

Bank Number. _q

A cetunl Musmnpar

Curransy uso For
1224567808 30508211348 s82) 51
T —
The by The deposit Thie chesck naamibser
roating numileer is ACCoUnt numiliad  (may agpoear
danctnd by mine em doponil numileeen
(6 cligits surrounded
CH

Valkd s of Future Date 1072011 |=]

2. Enter your new information.

Walid as of Future Dats: 10/1/2011 ﬂ

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

3. Click the Review button to verify all information on the bank information screen before you save it.
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I Bank Information

e 1 2 3 - ]
[ [ [ L]
Overview Edit Review and Save

Verify the Bank data below

AP Reimbursement Bank

Country: Uza
Payee:

City: Zebulon
ZIP Code: 27557

Bank's American Bankers" Azzociation Number:

Bank Account Number:

Account Type: Checking Account
Payment Method: Payroll Direct Deposit
Purpoze:

Currency: UsD

Walid from 10/1/2011

|1 Previous Step| | Sa'.re| | Ex'rt|

4. Verify the information displayed and click the Save button to save your changes. If the changes are
incorrect, click the Previous step button to go back to the previous screen to change.

STOPPING AN AP REIMBURSEMENT BANK

You can stop your AP reimbursement bank at any time.

AP Reimbursement Bank

Valid from 10/M/2041

Payee:

Bank Name: STATE EMPLOYEES CREDIT UMION
Account Number:

[ Edit | | Delete |

1. To stop your current AP reimbursement bank, select the Delete box.
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[ )
—l—a—H -

Overview Edit Review and Save

Verify the Bank data below

AP Reimbursement Bank

Country: Uss
Payes:

City: Zebulon
ZIP Code: 27587

Bank's American Bankers” Agzociation Number:
Bank Account Number:

Acceount Type: Checking Account
Pavment Method: Pavyroll Direct Deposit
Furpoze:

Currency: Ush

International Money Transfer
[BAN:

Walid from 10/1/2011

|1 Previous Et&p| | Delete| | Ex'rt|

2. After reviewing the data you want to stop, select the Delete box again.

[4]
b |i| ]

Confirmation

|I| The following Bank data was deleted

3. You will receive the message that your data was successfully deleted (stopped).

DIRECT DEPOSIT ACCOUNT REMINDERS

¢ Do not ever close your account until you see that the new account has been posted to. This will
prevent your money from being rerouted back to the Federal Reserve if it tries to post to an account
that is closed. It can take an average of two weeks to recoup money that is sent back to the Federal
Reserve.

e If payroll is running and you are in the system making changes to your account(s), you may receive
validity periods for a later pay period than what is currently being processed. You may also receive
a message that states Service is Locked. If this occurs, wait a couple hours to make your change or
contact Shared Services at 888-NCBEST4U or 919-707-0707.

e If you need to edit, stop or create a main bank or other bank account and the dates you want to
make it effective are not available in the drop-down box, please contact your agency HR/Payroll
Representative or BEST Shared Services at 888-NCBEST4U or 919-707-0707.
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MAINTAINING DIRECT DEPOSIT INFORMATION IN ESS

e New employees cannot use ESS to create their first main bank account. They must contact their
agency HR/Payroll representatives to start their main bank account for the first time.

e Contact BEST Shared Services for all questions regarding bank details. 888-NCBEST4U or
919-707-0707.
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