
INSTRUCTIONS FOR CHANGING YOUR MAIN BANK  
PAY STATEMENT DESIGNATION 

 
1. Log on to PG&E@Work 
for Me  
 
• Select My Stuff > 

PG&E@Work For Me 
from the intranet home 
page. 

 
• Or you can use url: 

https://pgeatworkforme.p
ge.com/irj/portal 
 
Note: If your computer is 
not set to recognize 
single sign on, you will 
see a log in screen 

 
• If you’re logging on from 

home, use 
https://myportal.pge.com  

 
Note: This url is not 
intended for chiefs or 
delegates. 
 

 

 
 
 

 
 
2. Select the About Me tab. 

 
 
3. Select My Pay from the 
left menu. 
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4. Select Payment Method. 
 
 
 
 
 
 

 
 
Your Payment Method 
information is displayed.  

 
The default display is your 
MAIN bank.     
 
If more than one line item is 
displayed, you must select 
the one with the most recent 
“Valid from” date.  
 
5. Select the CHANGE 
button to update your 
Payment Method 
information.  
 
You may need to scroll down 
to display the Change 
button. 
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INSTRUCTIONS FOR CHANGING YOUR MAIN BANK  
PAY STATEMENT DESIGNATION 

 
Your personal banking and 
payment method information 
is displayed.  
 

 
6. Use the drop down 
menu next to PAYMENT 
METHOD to change how 
your pay statements are 
delivered. 
 

 
 
 
 

Page 3 of 6  Revision date: 04/21/10 



INSTRUCTIONS FOR CHANGING YOUR MAIN BANK  
PAY STATEMENT DESIGNATION 

  
The default in this example is Printed Direct Deposit. 
 
By electing Online Direct Deposit, you are indicating that you want to 
receive your pay statements online and you will no longer receive paper 
statements. 
 
By electing Payroll Check, you are indicating that you want to receive a 
paper check.  NOTE:  You can not elect to receive a payroll check for part 
of your pay and direct deposit for other. 
 
By electing Printed Direct Deposit, you are indicating that you want to 
receive paper pay statements. 
 

 
7. Save your change. 
 
Indicate that you understand 
the information listed in the 
DECLARATION box, by 
creating a check mark in the 
check box 
 
Click the SAVE button. (You 
may need to scroll to the 
bottom of the page to display 
the button.) 
 
 
 

 

 
A confirmation message 
displays. 
 
8. Confirm that you want to 
change your payment 
method.  

 
 
An acknowledgement 
message displays. 
 
mm/dd/yyyy represents the 
first day of the next pay 
period. 
 
9. Select OK. 
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10. Select the Payment 
Method link again to verify 
that your change displays. 
 
 

 
 
Regardless of the payment method chosen, you may view and print your pay statements via 
PG&E@Work for Me > About Me > My Pay > Pay Statement. 
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