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Where to go in Skyward   

  

Login to Skyward Employee Access.  Select  

Employee Information , then  Personal  

Information.     
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Choose Direct Deposit 
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Changing your  Primary Bank Account for Direct D eposit   

  

Select  Change Primary Bank   
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Make changes and check the box to acknowledge terms.   

Then choose  Save 

.   

When selecting or adding a bank, please make sure to verify the routing number. It 

is important that the routing number matches your bank, even if the bank name in 

Skyward is different than your bank name. Banks change names frequently, so we 

may not have made the name change in Skyward.  

When entering the routing number or account number ensure to enter every 

number. If each number is not entered this will affect your direct deposit.  

Example:   Account number is 000123456   (you must enter the zeros) 
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Your changes will be pending until approved.   

Depending on the timing of your request and  

our payroll process,    your request may or may  

not take effect with the next payroll.   

If you need it to take effect  with  a certain pay  

period, contact  Sara Jensen at ext. 4021 or  

   email sara.jensen@chisd.net. 
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Adding a second bank account for Direct Deposit 
  

 

  

  

  

Choose  Add Deduction Bank   
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Enter information, check the box to  

acknowledge t he terms and choose  Save .    

The dollar amount you enter will be deposited  

each pay period.   

When selecting or adding a bank, please make sure to verify the routing number. It 

is important that the routing number matches your bank, even if the bank name in 

Skyward is different than your bank name. Banks change names frequently, so we 

may not have made the name change in Skyward.  

When entering the routing number or account number ensure to enter every 

number. If each number is not entered this will affect your direct deposit.  

Example:   Account number is 000123456   (you must enter the zeros) 
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Choose Pending Approvals to view your new  

information.  Your information will be pending  

until approved.   

Depending on the ti ming of your request and our  

payroll process, your request may or may not take  

effect with the next payroll.   

If you need it to take effect with a certain pay  

period, contact Sara Jensen at ext. 4021 or email   

sara.jensen@chisd.net   
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Changing the deposit amount for your second Direct Deposit account  
 

 

  

  

Choose  Change Deduction Bank   
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Enter   new amount, check box to  

acknowledge terms and choose  Save .    
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Your information will be pending until approved.   

Depending on the timing of your request and our  

payroll process, your request may or may not take  

effect with the next payroll.   

If you need it t o take effect with a certain pay  

period, contact Sara Jensen at ext. 4021 or email  
sara.jensen@chisd.net   

  


