
 

New Hire Payroll & Benefits 
Checklist for Success 

Welcome to FWISD! This New Hire Payroll & Benefits checklist is a tool for completing all Payroll & 
Benefits related items. After receiving your final onboarding email, review the checklist items to ensure 
the accuracy of the information required for Payroll and Benefits. 

Each of the underlined hyperlinks provided below will direct you to detailed information, instructions,  
or videos to help you through the steps. 

Employee Self Service 

 Login to ESS Instructions 
 Review/Update W4 elections  
 Review/Update Direct Deposit Account Information Instructions 
 Review/Update Your Address and Phone Number  
 Review/Add Emergency Contact  
 Review/Update W2 Tax Delivery Options Instructions 
 
Payroll Page 
 Review Payroll Calendar  
 Review “Know Your Paycheck”  
   
Kronos 
 Locate and log in to Kronos Instructions 
 Verify Accruals in Kronos Instructions 
 
Benefits 
 Enroll in Employee Benefits within 31 days of the Hire 

Date 
Login Instructions can be found in 
the “Quick Links” Section 

 Review FinPath (optional) Retirement Investment Options 

   
 

*If you need assistance with the ESS login, please contact ESS Technical Help at 817-814-2270. 
 

https://employeeselfservice.fwisd.org/mss/login.aspx?ReturnUrl=/mss/employees/default.aspx
https://www.fwisd.org/departments/payroll/home-page/employee-self-service-ess
https://www.fwisd.org/departments/payroll/home-page/direct-deposit
https://www.fwisd.org/departments/payroll/home-page/electronic-w2
https://www.fwisd.org/departments/payroll/
https://www.fwisd.org/departments/payroll/home-page/payroll-calendars
https://www.fwisd.org/departments/payroll/know-your-paycheck
https://fwisd.kronos.net/wfcstatic/applications/navigator/html5/dist/container/index.html?version=8.1.18.502#/
https://fwisd.sharepoint.com/:p:/r/CustomerService/_layouts/15/Doc.aspx?sourcedoc=%7BF55D9E6D-753B-4588-9738-80A3A2B7D598%7D&file=FWISD%20Employee%20Login%20Sign%20In%20Out%20072120.pptx&action=edit&mobileredirect=true
https://fwisd.sharepoint.com/CustomerService/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000D62EB8949939234D82E3E26EC7AD8D0E&id=%2FCustomerService%2FShared%20Documents%2FKronos%20Documents%2FVersion%208%20Documents%2FKronos%20Job%20Aid%20PDFs%2FEmployee%20Job%20Aids%2FUsing%20a%20Computer%2FFWISD%20Employee%20Viewing%20Accrual%20balances%20041819%2Epdf&viewid=e3d8559e%2D81a5%2D435a%2D8924%2Dfaf41377101a&parent=%2FCustomerService%2FShared%20Documents%2FKronos%20Documents%2FVersion%208%20Documents%2FKronos%20Job%20Aid%20PDFs%2FEmployee%20Job%20Aids%2FUsing%20a%20Computer
https://www.mybenefitshub.com/fortworthisd
https://www.fwisd.org/departments/benefits/financial-wellness-optional-retirement-savings/finpath-journey

