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1. Navigating to My Pay 
 
Use the Pay tile to view your Payslips, manage your Payment 
Methods (such as Direct Deposit Bank Account Information), and 
update your W-4 Tax Withholding Forms. 
 

1. From the Home screen, click the Me tab. 
2. Click the Pay icon. 
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My Payslips 
Use the My Payslips tile to view, print, download and search current and past 
Payslips, which contain gross pay, net pay, taxes and other information. 
 
Please note: Any changes to your Personal Details will require verification and 
approval from Human Resource/Payroll and may require additional 
documentation. 
 

1. Navigate to the Pay screen  
(Home  Me tab  Pay icon). 

2. Click the My Payslips tile. 
3. In the Details section, use the dropdown menu to select a Date Range. 
4. Click the Payslip title link. A PDF file will download or open in your 

browser. 
5. Open the Payslip PDF file to view details about your pay. 
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Payment Methods 
Use the Payment Methods tile to define and prioritize salary payments details, 
such as payment type, payment amount, and bank account details. 
 
Your Payment Methods should be included during conversion from EBS to Oracle 
Cloud, but you should verify the accuracy of the information to ensure there are 
no interruptions in your payment. It is your responsibility to keep you Payment 
Method information updated. 
 

1. Navigate to the Pay screen  
(Home  Me tab  Pay icon). 

2. Click the Payment Methods tile. 
 
 
Payment Methods - Bank Accounts 
 
IMPORTANT: After adding a new Bank Account, you MUST also add it to your 
Payment Methods! 
 

1. In the Bank Accounts section, click the +Add button. 
2. Enter your Account Number, Account Type (Checking or Savings), and 

Bank.  
3. Enter your Bank Branch, which is the same as your Routing Number.  
4. Click the Save button 

 
Finding Your Routing Number and Account Number on a Check 
 

1. The Routing Number is the first set of numbers on the bottom of a check 
and is the same as your Bank Branch. 

2. The Account Number is the second string of numbers on the bottom of a 
check.   
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Payment Methods – My Payment Methods 
 
IMPORTANT: When adding a new Bank Account, you MUST also add it to your 
Payment Methods!  
 

1. In the My Payment Methods section, click the +Add button. 
2. Enter a nickname in the What do you want to call this payment method? 

section.   
3. Choose a Payment Type (generally Direct Deposit).  
4. Choose the Bank Account you wish to associate with this Payment 

Method.  
5. Click the Save button. 

 
 
 
 
When you add one Payment Method, it will default to 100% of your pay. However, 
you can split up your paycheck to be deposited into different accounts. Follow the 
same instructions to add a new Payment Method, then change account 
allocations. 
 

A. In the Payment Amount field, if you choose Percentage, type a number 
between 1 to 100. Your other Payment Methods will be updated 
automatically to equal 100% 

B. In the Payment Amount field, if you choose Amount, type a dollar amount. 
That dollar amount will be deposited into the account first, and remaining 
pay will be deposited into your other Payment Methods.  
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Example of Splitting Payment Methods 
 
For example, if your total payment amount was $1,000, you can split it by percent 
or amount into several different accounts, with remaining money into a third 
account.  
 
 
 

1. With a Percentage of 50%, $500 will go into their primary Checking Acct.  
2. Next, an Amount of $250 will go into their Spending Checking Acct. 
3. Finally, any Remaining pay will be deposited into their Savings Acct. 
4. If you need to change the allocation amounts or order of deposit, click the 

Reorder button. 
 
Splitting your Payment Methods can be a helpful way to automate spending and 
savings. Be sure to update this information anytime you have a change in your 
personal or financial situation. 
 
 
 
Tax Withholding 
Use the Tax Withholding tile to update your Federal and State income tax 
withholding. Check this information when your personal or financial situation 
changes.  
 

1. Navigate to the Pay screen  
(Home  Me tab  Pay icon). 

2. Click the Tax Withholding tile. 
 
 

1 

2 

1 

Total 
Paycheck:

$1,000

1. 50% Primary Checking Account ($500)

2. (Amt) $250 Spending Check Account 

3. Remaining $250 into Savings Account
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Tax Withholding – Federal (Form W-4) 
All employees must provide Federal Tax Withholding information for their 
Form W-4.  
 

1. In the Federal section, click the Edit (Pencil) icon.  
2. In the Basic Information area, choose the date when the changes start. 
3. In the Withholding Status area, choose a Filing Status. 
4. OPTIONAL: If you’d like, you can choose to have an Extra Withholding 

taken out of EACH PAYCHECK.  
 
 
Exempt from Federal Income Tax 
You may claim exemption from withholding if BOTH of the following apply: 

• You had no federal income tax liability in the prior year; AND 
• You expect to have no federal income tax liability in the current year. 

 
IMPORTANT: If you claim exempt, you will have NO income tax withheld from your 
pay, and will be responsible for the full year’s tax liability. If you believe you will 
have any federal income tax liability, it is recommended you select No.  
  



 

ESS003.1 - My Pay https://www.dallascounty.org/departments/auditor/oracle/ Dallas County Pg. 9 
Version Number 1.1 Date: December 9, 2022 

My Pay DC 

 
Claiming Dependents and Deduction Amounts 
 

1. You can add tax deductions for Dependents, such as children, foster or 
adopted children, permanently disabled people, or other qualifying family 
members. 

2. If you have another source of income or deductions, you can also add them 
here to help make your Tax Withholdings more accurate.  

 
For more information about Dependents and how to calculate the proper 
deduction amounts, visit www.irs.gov.  
 
 
Finishing Your Federal Withholding Declaration 
 

1. When you’ve completed your withholdings information, read the legally 
binding statement: Under penalties of perjury, I declare that this 
certificate, to the best of my knowledge and belief, is true, correct, and 
complete.  

2. Click the I Agree checkbox. 
3. Scroll to the top of the page, and click the Save and Close button. 
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Tax Withholding – Viewing Your Federal Tax Withholdings Form W-4 
At any time, you can view, download, or print your Federal Tax Withholdings 
Form W-4.  
 

1. In the Federal section, under the Forms header, click the blue Federal link.  
2. A new window will open, and you’ll see your complete Form W-4. 
3. Click the Download or Print icons, as desired. 

 
 
REMEMBER: All employees must provide Federal Tax Withholding information for 
their Form W-4. Be sure to check and update this information when your personal 
or financial situation changes. 
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Tax Withholding – Regional 
Texas does not have a state income tax, and therefore it is unnecessary for 
residents of Texas to complete a Regional Income Tax Withholding form. 
 
However, if you are a resident of another state, you may need to provide state 
income withholding information, based on your residency state’s income tax 
requirements.  
 

1. In the Regional section, click the +Add button, and click Add Tax 
Withholdings.  

2. In the Basic Information area, choose: 
a. The Date when the changes start; 
b. What do you want to add? (usually, State Taxes); 
c. Your State of primary residency. 

3. In the State Tax Information area, choose a Filing Status, and any 
Allowances for Personal, Self and Spouse, or Head of Household. 

4. Add the Number of Complete Exemption Dependents, such as children 
or other qualifying family members.  

5. OPTIONAL: If you’d like, you can choose to have an Additional Tax 
Amount to be withheld from EACH PAYCHECK.  

6. Click the I Agree checkbox to attest to the legal declaration.  
7. Scroll to the top of the screen and click the Save and Close button. 
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Tax Withholding – Viewing Your State Tax Withholdings Form 
At any time, you can view, download, or print your State Tax Withholdings Form.  
 

1. In the Regional section, under the Forms header, click the blue Federal link.  
2. A new window will open, and you’ll see your complete State Tax 

Withholding Form. 
3. Click the Download or Print icons, as desired. 

 
 
REMEMBER: Texas does not have a state income tax, and therefore it is 
unnecessary for residents of Texas to complete a Regional Income Tax 
Withholding form. However, if you are a resident of another state, you may need 
to provide state income withholding information, based on your residency state’s 
income tax requirements.  
 
Be sure to check and update this information when your personal or financial 
situation changes. 
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2. Learn More About Oracle Cloud! 
 
 

 
Check Out the NEW Dallas County Oracle Cloud Info Site! 
Your one-stop shop for all things Oracle Cloud: Latest News & Project Updates, Training Schedules & Support Resources, 
and Opportunities to Get Involved to help people across the organization adopt our new HR, Finance and Budgeting 
system!  
 

https://www.dallascounty.org/departments/auditor/oracle/ 
 
 

 
Get a head start with Oracle Learning Explorer! 
Earn Learning Explorer Badges by completing video tutorials and quizzes! These tutorials are generic and NOT specific 
to the Dallas County configuration, but can give you a good general understanding of how to use different modules. 

 
 

https://education.oracle.com/learning-explorer 

3.  
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