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Navigate to, view and amend bank account
information

In this ‘How To’ guide, you will learn how to view and update your bank details.
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Step 1. Select the Me tab.

Step 2. Select the Pay application.

Wanda Willow
Document Delivery Preferences My Payslips

Set up preferences for delivering View, print, download and search current
documents. and past payslips, which contain gross pay,
net pay, taxes and other information.

@ Payment Methods Year-End Documents

Define and prioritize salary payments View, print, download and search year-end
details, such as payment type, payment documents for current or prior tax years
amount and bank accounts details.

Step 3. Select the Payment Methods option.

BACS

Salary Account

Sort Code: 300002
Start Date: 08/09/2026

Percentage: 100%

@ Approved

Account Number
KXXXTT66 o}

Step 4. Here you will see the current bank details held. Select the pencil icon to
Edit.




Bank Details
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@ E!B"r’a s

Bank Account

300002 XXXX7766 Wanda Maximoff

Account Nuenber Account Holder

XXXXT766 Wanda Maximoff

Bank & Bank Beanch

LLOYDS BANK PLC 300002 LLOYDS BANK PLC v

Sort Code
300002

e [

Step 5. Amend your bank details as required, then click on Update to save, or;

Step 6. To create a new, secondary record, click on New Account.

Salary Account 5

Bank Details

Select an account

® NewAccount O Existing Account

Account Number

‘ Account Holder

Wanda Willow
Required
‘ Bank b Bank Branch w2
Required

Sort Code

==

Step 7. A blank bank details page is displayed.




Bank Details

Saelect an account

@® New Account (O Existing Account

Account Number Accourt Holder

68658767 Wanda Willow

Bank = Bank Branch <
Santander UK plc 090126 Santander UK pid

Sort Code

090126

Step 8. Enter the new bank details, then click on Update. The new bank details
are now added.

< WWwW payment MethOds 9 Bank Accounts

Wanda Willow

BACS

Salary Account

Sort Code: 300002
Start Date: O7/10/2026

Percentage: 100%
@ Approved

Account Number
XXXX7834 /s @

Step 9. Click on Bank Accounts to view active bank details.

ww Bank Accounts

Wanda Willow

(sl

Active Inactive

300002 LLOYDS BANK PLC

United Kingdom ;;z;l;;ggzber ;%6%’8; Inactivate
05/08/2026

090126 Santander UK plc

United Kingdom ;;;';‘g;gber S(;E)CSZ Inactivate
07/10/2026

Step 10. Both accounts are visible. Because you now have 2 active bank
accounts, you will need to deactivate one of them.




= ORACLE

< ww Bank Accounts

Wanda Willow

Al Active Inactive

3 2 LLOYDS K ch Account Number Sort Code

United Kingdom XXXX7834 300002 Inactivate
05/08/2026

090126 Sdﬂlal'\dﬂf UK pk Account Number Sort Code

Unitad Kingdom XXXXB767 090126 @D | inscrvate

07/10/2026

Step 11. Click the Inactivate button on the account you want to deactivate.

Inactivate bank account?

This bank account is linked to a personal payment method. If you
Inactivate this account, link another active bank account to the payment

method.

Step 12. The system will display a warning message, Click on Inactivate.

= ORACLE

< ww Bank Accounts

Wanda Willow

I All ‘ Active Inactive

300002 LLOYDS BANK PLC Account Number Sort Code " .
United Kingdom XXXX7834 300002 Activate
05/08/2026 - 07/10/2026

Step 13. The deactivated account is now under the Inactive tab.
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