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EX.010.015 - Updating Expenses Bank Account Info

	1.  
	Click the Travel and Expenses link.
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	2.  
	Click the Manage Employee Information link.

[image: image2.png]b Manage Employee
Information





	3.  
	Click the Update Profile link.
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	4.  
	Click the Search button.
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	5.  
	Click an entry in the EmplID column.
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	6.  
	Click the Bank Accounts tab.
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	7.  
	This is the Bank Account information stored in Expenses. You can update the bank account here first, or it will update later when the Batch Process runs.

Click the Bank Accounts BOR tab.
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	8.  
	This new custom page can be used to enter the new bank code, acct, account type, and prenote status. Updating the data here doesn't automatically update the normal bank account page. However once the data is updated here and the batch load process is run, the data on the bank accounts tab will be updated with this information.

Enter a valid value e.g. "060001512" in the Bank ID field. 

	9.  
	Enter a valid value e.g. "58778456" in the Bank Account # field. 

	10.  
	Click the Look up Account Type (Alt+5) button.
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	11.  
	Click the Checking Account link.
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	12.  
	Click the Prenotification Status list.
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	13.  
	Click the Confirmed list item.
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	14.  
	Click the Save button.
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	15.  
	Click the Bank Accounts tab.

The Batch Process runs as part of the BORDAILY process. Once that runs, you can navigate back to the Bank Account tab to see updated information.
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	16.  
	Congratulations. You have just completed the Updating Expenses Bank Account Info topic. Use this business process when you need to update an employee's banking information in Expenses, after it was updated in ADP. 

End of Procedure.
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