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Overview and Purpose

Training Purpose
This presentation guides employees on how to securely and accurately add, edit, or
end direct deposit accounts.

Importance of Accuracy
Accurate direct deposit setup prevents payment delays and errors, ensuring timely
payroll delivery.

Process Scope
Instructions apply to new setups, updates, or inactivation of direct deposit accounts in
the Frontline system.

Confirmation and Support
Employees receive email confirmations and should verify information before saving
changes.
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Before You Begin

Essential Banking Information
Employees must gather the bank routing number, account number, and
account type before starting.

Importance of Accuracy
Correct selection of the account type is critical to avoid deposit failures
and delays.

Set Beginning Check Date
Choose the start date carefully, considering payroll processing timelines
to ensure timely deposits.

Preparation Benefits
Preparing information beforehand reduces errors and streamlines the
direct deposit setup process.
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Step 1: Log In

Accessing the Portal
L T Employees start by navigating to the ClassLink portal to begin login.

Using Assigned Credentials
Users log in with their assigned credentials to gain secure access to the system.

Navigating to Frontline ERP
After logging in, employees locate the Frontline folder and select Employee Service

Center.
Importance of Secure Access
‘ 9 Proper login secures sensitive personal and financial information throughout the

ESC

payroll process.

Frontline Er'"PI Service
enter
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https://www.fwisd.org/employees/employee-page

Step 2: Navigate to Direct Deposit

Frontline ERP ~

NAVIGATION @ @ Fort Warthi Independent Schiool ®0® «

[

Accessing My Service Center

fnl Home M}’ EHU'}‘ Points Hy Service Center Home Employees start by clicking My Service Center in the navigation
(@) Dashboards v personal Information bar after logging in.
“ﬂ‘!ﬂﬁ"ﬁlﬂl‘lu My Leave Balances
Y7 Favorites b S
D) Recent ltems . O Selecting My Payroll Information

Users select My Payroll Information to view payroll and banking
details.

mploym: rds
il Repaort Profiles My Employment Reco

My Pay Information

— F\.EFJUTL QU’EUL Pay Information

fh Open Alternate Window My Payroll Information

[:E] My Service Center
@ Switch to High Contras..,

Locating Direct Deposit
Employees scroll down to find and click the Direct Deposit option
within the payroll section.

My Paychecks

My Supplemental Pay

My Payroll Deductions

My Tax Withholding({w-4)

Staff Directo
;ﬁ r!ll My Proposed W-4
& Resource Library > My W-2

My 1095

My Direct Deposit

My Benefits Information

My Mileage
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Step 3: Enter Bank Information

Complete Required Fields ERP  Fort Worth Independent School District
Employees must fill all required fields marked with a red
asterisk, including account type and routing number.

Direct Deposit

1D: 102135 Kimberly M Cummings State ID: 7533127226
®0 ¢ ppea Deposit

Careful Data Entry SR

My Personal Information

Accurate entry is essential since errors can prevent successful —,
payroll deposits and cause delays. b g | o e

My Time Cards

Verfy: *| ‘

Account Number: *| ‘ Verify: *| ‘

Ending Check Date: [oPEN] v

My Employment Records

My Pay Information

Beginning and Ending Check Dates —
Selecting the correct Beginning Check Date activates deposits;
use letter 'O’ for indefinite Ending Check Date.

1f you have any issues regarding the Direct Deposit, please contact the Payroll Department via the Payroll Inquiry Form or call (817) 814-2180.

My Payrall Deductions Confirm Direct Deposit Information

My Tax Withholding(W-4) s N 4204
Review and Confirm Entries A

My 1095 Your Bank Name
oo

Review all data carefully before submission to ensure o o _
uninterrupted and accurate payroll deposits. My Bt lornatin e — =

My Mileage
Routing Number ‘Account Number

My Travel
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Multiple Accounts

Multiple Account Usage
Employees can add multiple direct deposit accounts but must
enter fixed dollar amounts for each.

No Percentage Allocations
Percentages are not allowed to ensure clarity and accuracy in
fund distribution.

Preventing Entry Errors
Clear rules reduce payroll problems and rejected entries by
guiding proper allocation.

Employee Guidance
Employees are encouraged to calculate and confirm amounts
before submission for compliance.
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Direct Deposit

Primary Account:
Account Type:

Routing Number:
Account Number:
Beginning Check Date:
Ending Check Date:
Dollar Amount:

File:

R~
*( ) Yes\!,! No

*@] Saving CI Checking

y g
* oven )

¥

Choose File | Mo file chosen

%of Net




Step 4: Upload Supporting Document-

Optional

ERP  Fort Worth Independent School District (L“, Kimberly Cummings

Direct Deposit

1p: 00000 oyee Name State 10 53127336

00 € punaiost

My Senice enterHome
Prmany Acourt
Wy Persoral Information

At T
My Leave Balances
Ra.ting Humzzr: ey e EECU FORTWOATE, TX
My Absence Reporting JE—
Acoount h.mber: Ve R
Wy Tine Cods " e
v ——— Begimivg Check Date: 1‘
[rS— ErdingCheck e ‘ orsy]
Wy eyl ratin
W Paceds

WSl g T youhve ey issuzs regerding the Dirsck Depast plzass contac: the Payra | Dapertmnt viath2 PayrollInguiry Farm or cll 817 814-2180.

My

M T tholg(1-4) o
e - Fle: o s e dose
i

Sy rzesed o4 pro . &

LT we CHON ,.‘]

ot

i “Your Bank Name.

b
. b JiE]

Hy Direc Dy Routng

! - AHRTHEING s DOMOT NCLUE £ Attachment List ORets ¥
Ched hurbis |

Wy Benefils Infomation b -~ o

A020SHISE BaA00AI® e

My Mileage

W e

Wy Adnce[Reinbursement N
(8) shouciie | ) Stow A1
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Optional Document Upload
Uploading a supporting document is optional but helps verify
banking information and provides reference.

Attachment Process
Employees click Add/Edit Attachment, select a file, and save to
attach supporting documents.

Accuracy and Flexibility
Review all entries for accuracy before saving, regardless of
uploading an attachment to ensure correctness.

Best Practice Documentation
Including this optional step promotes transparency and accuracy
without making it a strict requirement.



Step 5: Save Your Information

— Importance of Reviewing

e | | B o Employees must carefully review all details before
— T saving to ensure accuracy and avoid errors.

Beginning Chack Date: * ‘—v

i Crecept: ]

e [Ghotse i ] o e hosen . . . .

== Saving Confirms Submission

s e, e O 1 P e o 71428 Clicking Save submits information to the Frontline

Confirm Direct Deposit Information

system, making it a critical final step.

s
e Visual Confirmation
Aftgr saving, dlrect deposit c!etalls appear for employees
to visually confirm recorded information.

Personal Responsibility
Employees are encouraged to double-check entries to
prevent delayed or incorrect payments.
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Step 6: Edit or End a Direct Deposit Account

Direct Deposit
Start Date: 07-12-2028 End Date:
‘ 12152005 v
Routing Number; 123456 EECU FORTWORTH, TX
Account Numger: 25457 ©
Agcount Type: “ Saving ‘! Chedking
Primary Account: ‘.‘ Yes ‘:‘ No

0 stoweae () shonal

= Direct Deposit 1 Record
start Check Date ' End Check Date ¥ Type ¥ Institution " Routing Number " Account Number ¥ primary " Dollar ~ g of et ¥ ttachment
08152025 [oER] Checking ~ EECU 0.00
1 Delete Add/Edit Attachment
Direct Deposit
Start Date: 07-12-2005 End Date:
[0PEN] oA
Routing Number: 311981514 EECU FORTV/
Account Numaer: 1130000809921 [OPEN]
Aczount Type: “ saving .‘ Chzdking 1-14-205
) 11262005
Primery Account: (@) ves ) to
1215205
01-15-206
@ suvave () stounl 0302008
= Direct Deposit 0132006 1Record
Start Check Date * End Check Date 02202 * Tnstitution " Routing Number * Account Number ~ Primary * Dollar * o of Net " Attachment
03132026
08152025 [aPEN] kng  EEQU e 1234567 0.0
03312026 v

1 Delete Add/Edit Attachment
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Editing Direct Deposit Accounts
Employees select and edit direct deposit accounts by making
changes and saving them easily through the system interface.

Ending Direct Deposit Accounts
To end an account, employees mark it inactive and specify an
end date to ensure correct final payments.

Accuracy and Flexibility
Accurate end dates prevent payment errors, offering employees
flexibility in managing their banking preferences.

Self-Service Convenience
Clear instructions empower employees to update direct deposit
information without needing payroll assistance.
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Helpful Tips

Verify Account Details

Double-check routing and account numbers to ensure accuracy and prevent errors in
direct deposit setup.

Align Start Date

Ensure the selected start date matches payroll timelines to avoid payment delays or
confusion.

Use Correct Characters

Use the letter “O” instead of zero for ongoing deposits to prevent common input
mistakes.

Review Before Submission

Carefully review all entries before saving to avoid delays and ensure successful direct
deposit setup.
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Confirmation

Direct Deposit Change Notification Confirmation Email Sent
Slels After saving, employees receive a confirmation email with their direct
° donotreply@fortworth.erp.frontlineeducation.com deposit details.
¥ To " John Smith 12:55 PM

Eopletims o ot stn o| Review Email Carofully o
Check on 12-19-2025 and ending [OPEN] .This is a Saving account and it is your Primary direct deposit. EmployeeS should ca rer"y review the confirmation email to Verlfy all

information is accurate.

This automated email was produced by TEAMS System D 2.

Contact Payroll for Issues
If any discrepancies are found, employees are advised to contact
Payroll immediately.

Ensuring Successful Completion
This step provides reassurance that the direct deposit changes have
been successfully processed.
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