cCOO=
Employee Banking Details

HUMAN RESOURCES

EMPLOYEES - BANKING DETAILS

Banking Details can be set up to add details that are not already set up on
the system. For example, an employee may have a secondary savings account,

into which any company reimbursements or bonuses will be paid.

Here you can view, Add, Edit and Delete any additional banking details set up
on the employee (as well as the ones you can view in the Edit Employee

screen)

Ribbon Access: Finance and HR > Employees

$ - BPO: Version 2.4.0.11 - Example Company —J(ajlx
\7{I Equipment /Locations  Contract | Finance /fR | Inventory  Maintenance /Projects  Manufacturing  Prorement  Seks  Senice  Reporting  Utities

@ W [2]be

Finandal Debit Order | Employees | Crafts
Periods  Batches |

1. The Employees listing screen will open.

VIEW EMPLOYEE BANKING DETAILS

SELECT EMPLOYEE

2. Select the row of the employee whose banking details you wish to view.
3. Click on the Banking Details tile.
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$ - —pp Empl Version 2.5.0.0 - Example Company v2.5.0.0
I g I Hnmel Equipment /Locations — Contract  Finance /HR  Inventory [Projects  Manufactuing  Procrement  Sales  Service  Reportng  Utiites - & x

O uXE X =B o @

Add  Edit Delete View | Savelayout Workspaces | Reports Export | Refresh | Print

Maintenance a Format a 4| Curr... | Print 4 P
Links o
EmployeeNumber  + FulName EmailAddress Manager Department  PhoneMumber MobileNumber | Extension  Status
¥ | ol ofc ofc o o ofc ofc ofc oflc -
STEDO1 Markus Ariius Stev... Markus Ariius@TEST ALPHA v2.4.0.0 DB.... John Twain
SHADOL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit
—— REPODL Marc Repsold marc.repsold@co3.co.za Sales
Holidays REDDOL George JamesRed.. George James@TEST ALPHA v2,4.0.0DB... Wesley Haynes
’& PILOOL Kame Pilay kameshni.pilay@co3.co.za
NDWOO01 Sne Ndwalane snenhlanhla.ndwalane@co3.co.za Sales
] D001 Judith Mudzengi Judith@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7890
MIL;UI Abigail Milne Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales
KHUOO1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales
KES001 Julanda Kessler Sales
Juoi Judah Mine judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7

JOHDO1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arilus Ste

10001 . Sasha Jones Bianca Du Toit Sales
HARDD1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit

»>» »>»>» > > P> > >>>> D> D> > >D> D> D> >

EMP123 Carolina Suzzettal .. Carolina Suzzetta@TEST ALPHA v2.4.0.0... Bianca Du Toit
— E987654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za
DUTD10 Bianca Surendorff Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234
DUT0OS Mary Saunders Mary @TEST ALPHA v2.4.0.0 DB.co.za
DUTDO4 TestEmployee Test@TEST ALPHA v2.4.0.0 DB.co.za
DuTDO2 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za
DUTDO1 Bianca Du Toit kameshni.pilay@co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234
nennd Tabe T LoLA a0 A e Bafind= Ch

1. The Banking Details for: [] screen will open.
2. Here you can view the banking information set up on the system for the

selected employee.

ADD EMPLOYEE BANKING DETAILS

3. Click on Add.
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s - Banking Details for : MUDOO1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
| % | Home | Equipment/Locations = Contract Finance /HR  Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiiies 5 X
Tl @l & - E = s

=] :
add | Edit Delete Back | Savelayout Workspaces | Excel | Refresh

| vies curr. &

Frocessing . ‘

BankName BranchName BranchCode Accountiame Accounthumber | AccountType IsDefault
A0 o0 +B: A0 B o

v ol
»IABSA Kingston 001002 Mrs JMudzengi 10203040 CURRENT No Iq—.

1. The Add new bank account screen will open.
2. Fill in the new banking details:

* Bank Name: Click on the drop-down arrow and select from the
list, the applicable bank name.

* Account Name: Type in the name of the account holder.

* Account Number: Type in the number that identifies this
employee's individual account.

* Branch Name: Type in the branch that this account is linked to.

* Branch Code:Type in the unique identifier of this bank.

* Account Type: Click on the drop-down arrow and select from the
list the type of account e.g. Cheque, Savings, Current.

* Default Account: Select this check box if this is the primary

account that the employee wishes all payments to be made into.

Note on Default Account: This is important if the employee has more than one account
set up on the system. For example, one account may be the default for regular salary pay-
ments and a second account may be for bonus or expense payments.
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e ¥ Add new bank account - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

& | rome  Ewpment/locations  Contact  Fnsnce /MR Inventory  Maintenance /Projects  Manufscuring  Procurement  Soles  Service  Reportng  Utiities

K~

Save Back.

Bank Name
Account Name
AccountNumber |
Branchhame 4—.
BranchCode |

Account Type -
Default Account [

SAVE ADDED DETAILS

1. When you have completed the banking details.
2. Click on Save.

e ¥ Add new bank account - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

& | rome  Ewipment/locatons Contact Fence /MR Inventory  Mantenance /Projects  Manufacuring  Procurement  Soles  Service  Reportng  Utities

= =
@
save | Back

Bank Name | Nedbank -

Account Name | Mudzengi

Account Number 2222222

Branch Name  Kingston .

Branch Code 208070

Current Account -
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1. A message box will pop up advising the following:
° Bank Account has been saved.
2. Click on OK.

$ - Add new bank account — ==
= || Home | Equipment/locations  Contract Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procwrement  Sales  Service  Reporting  Utities - & x
HO
Save  Back
Processing .‘ Lad

BankMame [Nedbank <

AccountMame |IMudzengi
Account Number | 2222222
Branch Name Kingston
Branch Code 508070

Account Type |Current Account -

Default Account i/ '

~ 2| Bank Account has been saved

.,_____—-v

1. You will return to the Banking Details for: [] screen.
2. The new banking information will be added to the data grid.

EDIT EMPLOYEE BANKING DETAILS

3. Select the row of the banking details where you wish to make changes.
4. Click on Edit.
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o

Add

|_{I‘ Home | Equpment/Locations  Contract  Finance /HR  Inventory  Mantenance (Projects  Menufactring  Procurement  Sdles  Service  Reportng  Utities - & X

Banking Details for : MUDO0O1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — [ )[x]

| X & =& B G

Edt |Delete Back | Savelayout \Workspaces | Excel | Refresh
Processing , Format 4| View | curr
BankName BranchName BranchCode Accountiame Accounthumber | AccountType IsDefault
¥ il Wb Wl Wb Wb "B o
»| aBsA Kingston 001002 Mrs ]Mudzengi 10203040 CURRENT No
Al Kingston 508070 J Mudzengi 2222222 CURRENT Yes |<—.
T

N

3.

. The Edit bank account screen will open.
Make the required changes to the details.

In this example, the Default Account check box is to be selected.

s -

=

Save

Processing

Edit bank account - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 — [ )[x]
| % Home = Equipment/Locations  Conbract  Finance /HR  Inventory  Mainterance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & X

P

Back

Account Name |Mrs ] Mudzengi

Account Number | 10203040
Branch Name  Kingston
Branch Code 001002

Account Type | Current Account -
oetait account ]
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SAVE EDITED DETAILS

1. When you have finished editing the required details,
2. Click on Save.

s - Edit bank account - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
& | rome | Equipment/locations  Contract  Finance /HR

Back

+—o

a

Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utilties
EIE

=

Save

Bank Name | ABSA Bank -
Account Name |Mrs ] Mudzengi
Account Number | 10203040
Branch Name Kingston
Branch Code 001002

Account Type | Current Account -

B g

1. A message box will pop up advising the following:

o

Bank Account has been saved.
2. Click on OK.
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& - Edit bank account
& | rome  Ewipment/locstons Contact Fnce /MR Inventory  Mantenance /Projects  Manufacuring  Procurement  Soles  Service  Reportng  Utiies - a
————
HO
Save  Back
Processing &
BankName [ABSABank  ~
Account Name |Mrs 1Mudzengi
Account Number | 10203040
Branch Name | Kingston
Branch Code 001002
Account Type | Current Account - X < .

Default Account
Bank Account has been saved <<

—|— =

1. You will return to the Banking Details for: [] screen.
2. The edited banking information can be viewed in the data grid.

Note on Default Account Settings: Selecting the bank account as default 'Yes', will set

any other accounts in the data grid to 'No' as only one Default Account can be set up.

DELETE EMPLOYEE BANKING DETAILS

3. Select the row of the banking details that you wish to remove.
4. Click on Delete.
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= thkim Details for : MUD0O1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

—J[=x]
| Home uipment / Locations — Contra inance nventory  Maintenance / Proje lanu ing ocurement les ce ing ities -
| @ w 1t/ Locati Contract  Fi HR  Inventory  Mainten: Projects  Manufacturi Pr 't Sal Servi ti Utiiti 5 X
L | e - @ == o
Add  Edt |Delete | Back | Savelayout Workspaces | Excel | Refresh
Processing , Format a| View | curr.. 4 &
BankName BranchName BranchCode Accountiame Accounthumber | AccountType IsDefault
+ | 0c B Wl Wb Wb Wb o
ABSA Kingston 001002 Mrs J Mudzengi 10203040 CURRENT 4—.
D NED Kingston 508070 I Mudzengi 2222222 CURRENT Mo

SAVE DELETION

1. A Delete Bank Account message box will pop up with the following
prompt:

° Are you sure you want to deleted this Bank account?
2. Click on Yes.
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]

Banking Details for : MUDDO1

0 Home | Equpment/Locans  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sdles  Service  Reportng  Utities
© X0 B 2 ®|O
Add  Edt Delete Back | Savelayout Workspaces | Excel | Refresh
Processing Format a| View | curr.. 4
BankName BranchName BranchCode Accountiame Accounthumber | AccountType IsDefault
¥ il Wb Wl Wb Wb Wb o
ABSA Kingston 001002 Mrs IMudzengi 10203040 CURRENT Yz
» NED Kingston 508070 JMudzengi 2222222 CURRENT Mo

Delete Bank Account

Are you sure you want to delete this Bank account?

1. An Employee Banking Details message box will pop up advising the fol-
lowing:
° Banking Details Deleted.
2. Click on OK.

a £ Banking Details for : MUD001

= Home | Equpment/locaions  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procurement  Sales  Service  Reporting  Utiies
T (L - E =HE o

Add  Edt Delete Back | Savelayout Workspaces | Excel | Refresh

Processing , Format J| View | curr.. s

BankName BranchName BranchCode Accountiame Accounthumber | AccountType IsDefault
¥ il Wb Wl Wb Wb Wb o

ABSA Kingston 001002 MrsIMudzengi 10203040 CURRENT Yes

¥ NED Kingston 508070 J Mudzengi 22 CURRENT No

.—> Employee Banking Details X

io Banking Details Deleted
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1. The selected banking details will be removed from the data grid.
2. Click on Back to return to the Employees listing screen.

| & | rome | Equ

Banking Details for : MUD0O1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0
jpment /Locations  Contract  Finance /HR

(=)= ])(x]
Inventory  Maintenance fProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utlities - & X
- o 3 - - —
O 2z X|O| & &
LA
Add Edit Delete | Back | Savelayout Workspaces | Excel | Refresh
< s
Processing Forma) 4| View | cur.. . &
BankName BranchName BranchCode AccountName AccountMumber  AccountType IsDefault
Ly 13 13 13 13 e W
» ABSA Kingston 001002 Mrs ] Mudzengi 10203040 CURRENT Yes

MNU.021.016
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