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Managing Your Direct 
Deposit Information in 
Employee Self-Serve (ESS)
Beginning September 15th, 2023
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Logging Into ESS
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Navigating to Direct Deposit

Select Pay/Tax Information option 

 

                           

You will need your bank’s name, routing number and your account number to start.  
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Navigating to Direct Deposit
Select Direct Deposit 
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Editing existing accounts
Existing direct deposit accounts are displayed upon logging in.  You may edit or delete by selecting the appropriate button and 
updating the routing number, account number and account type.  If the account is the Primary, you will not be able to specify 
an amount.  Click Save. 
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Adding additional account 
(amount based)

Optional-Adding an additional account into which a specific dollar amount will be sent. Remaining balance of deposit will go to 
the primary account.  
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Adding additional account 
(cont.)

Add routing number and account number. Specify the dollar amount to be sent to this account and save. 
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Submit for approval
Select the check mark box and click “Submit these accounts for approval”  
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Notification of  submission
You will receive notification email that your direct deposit change request has been received.  
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Approval
Once your changes have been approved, you will no longer see this message. 
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Adding a Primary Account 
(New Hires)

Adding an account for deposit. 

 

 

Enter routing number or search by bank name and select appropriate number. 
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Adding a Primary Account 
(continued)

Enter account number and select checking or savings and save. 
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Adding a Primary Account 
(continued)
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Effective Dates of Changes

Direct Deposit changes will be applied based on the effective dates in the 
published payroll calendars.

Contact Payroll for cut-off dates for the months of March, November, and December.

https://www.fwisd.org/site/default.aspx?PageID=31109
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