
 

 

 

 

 

 

 

Payroll and Employee Services 

Update Bank Details  



Payroll and Employee Services  Update Bank Details V2 
 

2 
 

Contents 
Contents .................................................................................................................................................. 2 

Introduction ............................................................................................................................................ 3 

Update Bank Details ................................................................................................................................ 4 

 

 

  



Payroll and Employee Services  Update Bank Details V2 
 

3 
 

Introduction 
 
Employees are now able to input changes to their bank details directly onto MyView. The change will 

be received by Payroll and Employee Services who will approve this to be actioned on the 

employee’s record. Please note for the change of bank details to be made in the current month you 

must submit the request by no later than the 10th of the month. Change of bank details cannot be 

guaranteed for requests submitted after this date. e.g. if you want your February pay to go into your 

new account, then you must submit request no later than 10th February. 
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Update Bank Details 
 
To access Update Bank Details, log into MyView Dashboard and navigate to the Update Bank 

Details option on the left-hand side panel. 

 
 
Once Update Bank Details has been selected, you will be asked to input an Effective Date for the 

change to be made. Once the Effective Date has been inputted, click Next. 
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The next section of the form will then show the current bank details recorded on the employee’s 

record. Employees must select the Bank Type to notify whether this is a change to Bank Account or 

Building Society Account. Both form types will follow similar instructions that are included in this 

guidance document. However, some Building Society accounts require a roll number as well as an 

account number, therefore if your Building Society account has a roll number you must include this 

in the relevant field. This field will be displayed when you choose the Building Society account bank 

type. Next, Select Change Account Details to amend the details in the form.  

 
 
You will then be asked to input the New Account Number, Confirm Old Account Number and New 

Sort Code. Please ensure that the New Sort Code is inputted as numbers, with no symbols between 

the numbers. If the details are valid, the New Bank Name and New Branch will pull through 

automatically. Select Next. 
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Once you are on the final section, please click Submit. 

 
 
You will then receive a confirmation message for the form, click OK. 

 

 
Your request is now submitted to Payroll and Employee Services. 

  

To view the submitted form, go to Form History on the left-hand side toolbar. The event type for the 

change will be Employee Changes. The status of the form will be shown as Submitted whilst 

awaiting authorisation from Payroll and Employee Services. 
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Once the form has been authorised by Payroll and Employee Services, you will receive an 

authorisation email to confirm the changes have been approved. 

 
 
The form will now also be displayed as Authorised via Form History on MyView. 

 
 
Please note, if the Effective Date is future dated, your employee record will be amended when the 

Effective Date has arrived. You will receive an email to confirm that the change has been authorised 

by Payroll and Employee Services, but the Status within Form History will not be altered until the 

Effective Date has arrived, as below – 

 
 
Once the Effective Date of the change has arrived, the Status of the form will be updated as 

Authorised. 

 




