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Adding Direct Deposit via ESS Kiosk 

1. Adding an account for the first time? Navigate to ‘Direct Deposits’ under the ‘Personal’ tab in the
Employee Self Service Kiosk and click ‘Add Account’.

2. In the window that pops up, complete the required information, and click ‘Save’. The information
bubbles will help you identify your Routing and Account numbers, if needed.
Be sure to select the correct ‘Account Type’ (Checking or Savings) and confirm the ‘Name On Account’.
For most setups, you’ll want your entire net check to be deposited into a single account. If this is the
case, be sure to select ‘Percentage’ for the ‘Amount Code’ and enter 100.00 in the field below.
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3. Once you click save to add the account, a new window will pop up, prompting you to agree to the digital
authorization agreement. Click ‘I Agree’ in order to add direct deposit.

Helpful Tips 

 Be sure to include “Leading Zeros” if you see them in your account number.

 Adding an additional account? Follow the same steps, but make sure your primary account is still set
to 100% of your net check. This means 100% of whatever remains after
additional splits will be deposited there.

 Don’t have ESS? Fill out a Direct Deposit Authorization Form
and submit to your employer.

 Go Mobile with our ANDROID APP or IOS APP

https://pay-net.zendesk.com/hc/en-us/article_attachments/23568675733527
https://play.google.com/store/apps/details?id=com.paynetonline.mobilekiosk&hl=en_US&gl=US
https://apps.apple.com/us/app/pay-net-mypay/id1673153632

