How to Set Up Direct Deposit for Travel/Reimbursement

Step 1: Go to http://webbasis.uark.edu and log in with your regular UARK name and password.
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Please enter your UARK ID (the ID used for c-mail. the component that precedes @uark edhu), felcmedb\\WLARl\.memﬂplsnrord (If you do not know your UARK ID or password, please read the i New User Infe for

assistance.) Once these values have been entered, click the Logon button to validate your entries and sig

—

Authorized University administrators are granted special access to webBASIS. For secusity reasons this access is based upon their admin.uark.edu ID. Please eater your Admin ID, your Admin password, and click the Adwin Logon button to validate your eatries an
sign on to webBASIS. (The requirements for adminisirator access to BASIS are described in the document BASIS Administrator Acsess.)

~BASIS A Access

Admin ID Admin Password -
Admin Lagon | | Change Admin Password

Warning!

This is a University of Arkansas computer system. This computer systam, including all related equipment. networks and network desices (speciScally including intemet access), are provided only for current and former University of Arkansas employess, students, vendors.
customers, or other authorized agents. University of Arkansas computer systems may be monitored to ensure that their use is authorized. for management of tha system, to facilitate protection against unauthorized access, and to verify security procedures. sunivabilty
and operational securty. During monitoring, information may ba examined. recorded. copied and used for authorized purposes. Al information. including personal information. placed on or sent over this system may be monitored. Use of this University of Arkansas
computer system. authorized or unautharized, constitutes consent to mondaring of the system. As such, you should have no expectation of prvacy while using the system. Unauthonzed use may subject you to crminal prosecution. Ewidence of unauthonzed use colected
during mondtaring may be used for administrative. cAminal. or advarse action. Use of this system constitutes consent to monitonng for these purposes

Furthermore, you are antering a parsonalized securs web session whera custom web pages contaning information about you are Craated. You should always Logoff when you have finished your work. For security purposes. thare is 20 minute inactiity time imit - your
session will be terminated i thers has been no actrty within any 20 minute penod and you will be required to logon again. (Extended to 2 hours for BASIS administrators from 7am to Spm Manday thiough Friday ) As an additional precaution, especially if you are.
using a public or shared access computer, please close your web browser after you have logged off 1o reduce the possibility of your information being viewed by others.

Step 2: Click on “My Pay.”
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Main Menu
[ Tie | Description

[ ch d webBASIS. Notices P A of the change i P and iption is provi selectica of a
3 E‘.E.

[This s where you can find, and in many cases change, you personl information such as etJicity, veteran status, addrésses, emergency contact information, education data, and prior state service.

My Pay ‘where you can find al of your Payrollinformation: ¥ tax options and Deposit. ich can b ‘plus past Pay Acrivity (inchuding all Earmings Statements), Furie Pay (wher e if analysis with your
), and Arual Pay bistory.

Howly Tane |[This menu of facites s only relevant to ourly employees and their supervisors. It inchides fimctions related to the webBASIS Time Cl ing i and out on the web, and supervisor's acceptance of that tme), sons to browse Wage Rates
[and Hourly Time Sheets.
"" tr with optic 10 de Monthly L R

@][‘wmmﬁmﬁmmmhaﬁb«“mm perform your anmual benefits enrolkent
[This is where you can ind all of your Travel information: Travel Authorizations, Travel Claims, and Traveler TCard Charges. Y vel claims or update existing cla i iate TA_ Clai i
fcan also be obtained by driling down through your aurhorizations of viewing your claims.

My Assets [Browse the University owned asses foc which you are respoasible, or select an asset by its Tag Number, Options are avadable to view o email detail information sbout a5 asset, of t0 request a change to an asset’s Budgetary Uni, Location, of
[Responsidie Employee.

MycBusiness  |[Browse electrouic charges for ke — off sentific supplies o travel, or fuel card pur ‘ith an option o i iated charge detal If , b

Chacges [there will be no charges available to display.

[Request an admin uark edu User ID in order to access all BASIS administrati ltes via the 3270 termmal i of to access the administrative facilites available in webBASIS.

@ [Browse all avalable webBASIS Memu Choices by Service Area, Title, or Keyword.

Step 3: Click on “Direct Deposit Bank Account.”
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i ) ) = My Pay
[ e | Description
][Vw-dop&dywm F i W4). You may change your sumber of i or designate i ‘be withheld.
the bank accouns established for the automatic deposit of your University payments -- both payroll & other rc such as travel. (Pay ¥ i 1o six different accounts ) Changes imvohving accounts already defined (the
o sequence to be used or the amounts) new or i on & review by HR.
Eamgs ‘Fudmmmﬂm:mﬂmbmopmmmd&s ignati ich i 8 S paper checks, earnings statements, or other administrative mailings may be distributed It also
Statement diswrbution
Opiions |
PavActiity  |Browse your pay activity with options to view or email th iated Earmngs Statement, to view addi P son inchuding Hourly Time Sheets, or to view your payroll cost funding source (inchuding certifving your effort for federal A21
‘mﬂm
52 i d cnings. i BASIS information). From this list, you may access a Simulared Earmings Statement aad play
Iwhhat f games with yous taxi ons - all by chcki 033 pay mount for one of the next payrols
{Anaual Paroll [Browse your anmual payroll history with an option to view an annual payroll summary statement (an camings, deductions, and benefits statemeat for the year).



http://webbasis.uark.edu/

Step 4: Click the round button next to “Travel and Reimbursement Bank/Account,” then press the
white “Validate” button at the bottom of the screen.
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[ Main Menu > M Pav > Direct Deposit Bank Accounts |

The following information is for direct depositing of your net payroll eamings. Carefilly consider your options before making your entries. Please perform one of the following actions:

Click the Help link for additional instructions,
Contact Payroll at 575-3351 for assistance, or
Return to a previous menu via the Home or Return links.

Make all desired changes and then chick the Validare button,
Click the Reszarr button to discard any changes in process and start over,

Payroll Banks and Accounts

Priority |1 Bank Name Bank Of America | Routing Transit £

City Faysttesille -~ State AR A Zip Code (72701

accowt + [ I~ ® Checking () SavingsSor% |5
Priority [ | Bank Name -+ Routing Transit

City = State J Zip Code

Account # = Checking © Savings S or %
Priority [3 | Bank Name | Routing Transit

City = State 7 Zip Code

Account £ = Checking ' Savings $ or %
Priority [y | Bank Name > Routing Transit

City 7 State A Zip Code

Account = Checking  Savings S or %
Priority [5 | Bank Name 7| Routing Transit

City 7 State A Zip Code

Account = Checking  Savings S or %
Priority [ | Bank Name | Routing Transit

City 7 State A Zip Code

Account # Checking © Savings § or %

Account £ >~
(mor Reimbursements and Advances
~ Travel and R 5 Bank/Account ® Bank Of America

Comment Regarding Change
Comment

Tstration of Payroll Deposits
Net Pay (for Hhustration Purposes) [1 00 00

Restart | Validate lllustrate
—) Q.;

Step 5: Press the white “Save” button at the bottom of the screen.

No data has been modified. Please enter your desired changes before pressing Validate or Save

Payroll Banks and Accounts

Priority [1 Bank Name [Bank Of Amenica -
City Fayetteville # AR A Zip.Code [72701 ~
> ® Checking ' SavingsSor® |5 Amount remainder
Priority 2 7| Routing Tr
City 7 State A Zip Code e
7 Savings S or %
Pricdity 3 A | B
> A Zip Code s
> Checking () Savings § or % Amount
Priosity |4 | Routing Transit &
A State A Zip Code A
> Checking ©/ Savings $ or % Amount
Priority 5 >
= A Zip Code A
ount = » Checking © Savings S.or % Amount
Priosity g >
City p A ZipCode s
Account > Checking © Savings § or % Amount
Account for Reimbursements and Advances
srement B st ® Bank Of America [NV
Comment Regarding Change
Comment

That’s it — you’re done!

Illustration of Payroll Deposits
Net Pay (for Iiustration s) (100000
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