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Direct Crediting of Salary

On first appointment with the Department, initial direct crediting arrangement details must be provided in writing to the principal or workplace manager for entry onto the payroll

Where an employee wishes to vary their direct credit arrangements, this should be done by the employee using Employee Self Service.

Step 1
Where a Direct Crediting of Salary form has been provided, check that the employee has fully completed the form.  If details are incomplete return the form to the employee for amendment.

Step 2
Update the payroll. When entering account details, DO NOT use spaces, hyphens, slashes etc.  For details on inserting or modifying Direct Credit details refer to the Bank Accounts and Net Pay Distributions User Guide available at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
eduPay allows for multiple bank accounts and details can be inserted in advance.  The new information becomes active when the effective date is reached.

When entering the banking details, if the BSB code is unknown on the system, request the employee to confirm the details with their financial institution.  If the details are confirmed as correct, contact Schools HR Services for advice.

Direct credit details appear on the employee’s pay advice.

Step 3
Place documentation in the employee’s personnel file.

Cancellation of a direct credit
Cancellation of a direct credit should not be required.  Daily payroll results and error messages are received by HR operators and action should have been taken to correct any payroll errors before the finalisation of the fortnight’s payroll.  Where a replacement pay or partial payment is required, extreme caution should be exercised with regard to recalling an employee’s pay as there is no provision to replace the pay through an off-cycle payment.
Where a cancellation of a direct credit is determined to be necessary the following applies:

Step 1
Verify the incorrect details and that a direct credit cancellation is the only option.

Step 2
Update eduPay with the correct information before requesting the Direct Credit Recall.
Step 3
Forward the Direct Credit Recall request form to Payroll Services by the relevant deadline.
Step 4
Where an employee is entitled to part of the recalled payment, this will be included in the next available fortnightly pay.  Off-cycle payments are not available in eduPay.
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