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How do I add my bank details? 

 

Please Note; if you are submitting your timesheet via the Connect Community portal and you wish to 

change your bank details, you must do this before submitting your timesheet for approval or your new bank 

details may not be processed in time for payment and could result in your pay being processed into your 

old account.  

 

Other deadlines apply if you submit your timesheet via 3rd party portals. Please check this with your 

consultant.  

 

You require a payroll profile to work with us as a Temporary Worker / Associate / Contractor, whether you 

are a PAYE or Limited Company worker. If your assignment starts before you have updated your payroll 

profile you will receive an email notification to remind you. If you are due to start work and a payroll profile 

does not exist, please contact your Consultant.  

 

 

Select the ‘Payments’ tab and then click the ‘Profile Name’ link so that you may add your bank details.  
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The banner will confirm the type of payroll profile you currently have set for payment. The example below 

confirms PAYE (UK) but others will include PAYE (Ire), Limited Company etc. The “Pre-reg” relates to the 

status of your record in the Consultant’s Connect system, and in this example means that the consultant 

will soon change the status once your bank details have been added by you.  

 
 

Enter your Bank Details. Please take your time entering these details as any mistakes may lead to a delay 

in payment – selecting the tick box is your declaration of informing your Consultant of any mispayments.  

 
 

Scroll down to the next section for ‘HMRC Reporting’. Here you will need to update your National Insurance 

and work details.  

If you do not have a National Insurance number yet, leave this blank – but, as soon as you receive a 

National Insurance Number, add it in here, this will help avoid emergency tax deductions.  

You can apply for a National insurance number by calling 0800 141 2075 or visiting  

https://www.gov.uk/apply-national-insurance-number.  

 

  

https://www.gov.uk/apply-national-insurance-number
https://www.gov.uk/apply-national-insurance-number
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Scroll down again, this time to the ‘New Starter Declaration’ section and select the option that applies to 

you. 
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Finally, scroll down to the ‘Student Loan’ section and select the option that applies to you 

 

Please note that some options will not be applicable or in some cases not visible when a different type of 

Payroll Profile is created (Limited Company for example).  

 

If you are satisfied that all information you have provided is correct, select save.  

 

That now concludes this Know-How Guide on adding your bank details. 


