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Employee Self-Serve (ESS) 
Quick Reference Steps for Direct Deposit 

 
New Enhancement to Self-Serve 
In this Self-Serve enhancement you will be able to add, view or change your direct 
deposit information. 
  

NOTE:  
It is your responsibility to make sure the information entered into ESS is correct and 
accurate.  The information entered in the ESS will be updated in real time. 
 
You will be automatically enrolled in Kronos Direct Deposit View if you do not waive the 
Kronos view option.  

 
Sign On Screen 
 
Enter your network ID and 
password.  
Select Login. 
 

 
 
 
 
 
 

 
ESS Portal Screen 
 
From the ESS Portal Home screen,  
 

 Select Bookmarks 
 Select Employee Self-Service 
 Select Pay 

 Select Direct Deposit 
 
 
This option will allow you to add/or 
maintain your bank accounts. 
 
 
 
 
 
 
Follow these simple steps. 
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Adding a Direct Deposit 
 
1. Select “Add” to add an account. 
You may open up to 3 accounts. 
 
2. An Authorization Box will appear. 
After reading the authorization 
message, you will have two options to 
select from at the bottom of the page. 

 I agree with this statement - to 
continue adding accounts.  
 

 I do not agree with this statement 
- to quit and return to the main 
menu. 

 

3. Select Continue if you agree. 
 
4. If you agreed to the Authorization 
statement the Deposit Amount Box 
will appear at the bottom of the 
page.   
 Select “Yes” if you want to 

deposit your entire check. 
 

 Select “No” if you DO NOT plan 
to deposit your entire check. 

 
 
 
5. If you select “Yes”, you will be 
asked to set up a default account to 
which the remaining net pay will be 
deposited.   

 Select Continue to proceed and 
add an account. 
 

 If you selected No, this means 
you will receive a paper check for 
the remaining net pay and you 
will not be able to view you pay 
stub in Kronos. 
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Entering account information: 
 
**IMPORTANT: Each bank can have 
multiple routing numbers.  Using an 
incorrect routing number will cause a 
delay in payment. 
 
A. Routing Number, Find the 9 

digit routing number located at 
the bottom left of a personal 
check.  

 

 

 

 
B. Bank, Select the magnifying 

glass.  
 
 
 
 
 
 

 
 

 
A routing number box will open.  
DO NOT SELECT A BANK. 
Enter your routing number in the 
blank field and select filter.   
 
 
After selecting filter, your bank 
name will appear.  Select the bank 
name. 
 
 
If the routing number for your bank 
does not appear; contact your 
assigned Payroll Counselor for 
assistance.  For Payroll Counselor 
information, please go to the 
following link: 
http://ch.ace.aaaclubnet.com:5
2060/empsvcs/contacts/payroll
.aspx 
 
 
 

 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://ch.ace.aaaclubnet.com:52060/empsvcs/contacts/payroll.aspx
http://ch.ace.aaaclubnet.com:52060/empsvcs/contacts/payroll.aspx
http://ch.ace.aaaclubnet.com:52060/empsvcs/contacts/payroll.aspx
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C. Description, enter a description 

for your reference  
(e.g. SAV2 for Savings account 2). 
 

D. Account Type, select Checking 
or Savings. 
 

E. Account Number, enter the 
account number found on your 
check or provided by your bank. 

 
6. Select “Update” to add the 
account.  
 
 
 
To add additional accounts with flat 
amounts or percentages, select Add.  
Repeat steps B through E.  
 
Note: If the flat amount added is 
greater than the net pay, a deposit 
will not be made to that account. 
 
 
 
 
 
An email confirmation will be sent for 
added accounts.  
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Maintaining Your Existing Direct 
Deposit Accounts 

 
 
 
 
 
 

Option 1 - Selecting a New 
Default Account.  The default 
account is where 100% of your 
remaining net payroll will be 
deposited.  

Sign into ESS and select the Pay 
option.  Then select Direct Deposit to 
display your accounts.  

 Choose Select New Default option.  
  

 Select the button to the left of the 
account you want as the new 
default. 

 

 Read the authorization message, 
and if you agree, select I agree with 
this statement. 

 

 
 

 You will be asked what to do with 
the old default account. Enter a 
flat amount or percent for the old 
default account.  

Select Update to save your changes. 

You have four options for maintaining your accounts. 

 Option 1 - Selecting a New Default Account (pg 5) 
 Option 2 - Re-Order Sequence of Accounts (pg 6) 
 Option 3 - Changing Account Details (pg 7) 
 Option 4 - Closing Accounts (pg 8) 
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Option 2 - Re-order the Sequence 
of Accounts.  This prioritizes which 
account will be deposited into first and 
second. 

Sign on to ESS, select the Pay 
option.  Then select Direct Deposit to 
display your accounts. 

 Select Reorder. 

 

 

Change the priority number for your 
deposits.  Use number 1 for first 
priority and use number 2 for second 
priority.  

 Select Apply when finished. 

 

The default account will always be 
last. 
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Option 3 - Changing Account 
Details.  Here you will be able to 
update the payment description, 
amount or percent amount.  

Sign on to ESS, select the Pay option.  
Then select Direct Deposit to display 
your accounts.  

 Select the account number to be 
updated. 

 

 

 

 Read the authorization message, 
and if you agree, select “I agree 
with this statement”. 

 

 

 

 

 

 

 A Detail box will appear.  Make 
your updates here. 

 

 Select Update to save your 
changes. 
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Option 4 - Closing an Account.  Here 
you will be able to stop your direct 
deposit.  

Sign on to ESS and select the Pay 
option.  Then select Direct Deposit to 
display your accounts.  
 

 Select the “Close Account” option 
next to the account you want to 
close.  

 

 

 
 

 Read the authorization message, 
and if you agree, select “I agree 
with this statement”. 
 
 
 
 
 
 
 

 Select “OK” to confirm the 
account you are closing. 

 

 
 
 
 
 
 

Note: If you close your default account 
you will receive a paper check and will 
not be able to view your check in 
Kronos. 
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Logging Out  

 
It is very important that you log 
out of the system. 
 
Select the logout arrow in the upper 

right hand corner of the screen to sign 
out of ESS. 
Failing to do so and clicking the “X” in 
the upper right hand corner of your 
browser may leave your application 
open. This may make it possible for 
others to view and edit your 
information. 
 

 
 
 

 

 

 

NOTE: You will not be able to update 

information in ESS while payroll is 
processing.  When Payroll is processing 
you will see the Security Violation 
prompt. 
 

 
 


