
Employee Self-Service - Enrolling in Direct Deposit 
Objective   

The purpose of this tutorial outlines the basic steps to change, add, and view your direct deposit information. 

Navigation  

Log onto OMNI through the my.fsu.edu portal.  Under myFSU Links, click on Human Resources.

Navigate to Employee Self Service and click on Payroll and Compensation. 
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Click on Direct Deposit. 
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Read the Terms/Conditions of Direct Deposit and follow the instructions for entering the account information. To add 
an account, click on the “+” icon under Accounts. 



• You must give the account a nickname, such as the name of the bank or type of account you will be adding (checking, 
savings or name of bank)

• The Payment Method will be Direct Deposit

• Enter your routing number, account number, account type (checking or savings), the deposit type (amount, percent, 
or balance), amount/percentage that you will send to that account. If unsure of the routing and account numbers, 
please contact your financial institution for verification.

• Your primary direct deposit must have a Deposit Type of "Balance of Net Pay." "Balance of Net Pay" should be used 
only for the primary account. Once you have entered your account information, click the Save button.

Note: Use deposit type of "percent" if you want a certain percentage of your total check to be deposited to a second or 
another account, and "amount" if you want to specify the amount that you would like to have deposited. Please note that 
if you use a percentage, the amount may fluctuate based upon your paycheck earnings. 

1. Review your changes. If the information is correct, you're done.
2. If the information is not what was intended, click on the arrow in the row you wish to make a change
3. A box will appear allowing the information to be edited
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You will notice that in the example above, $50 of the total check will be deposited into one savings account and the 
balance will be deposited into a different checking account.

In the example below, the amount is being changed to $40. Click Save after making the change. 

NOTE:  If needed, you can edit the Account Number field by clicking on the pencil icon.

You should now see that the change was made. 
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On the following page, you will be instructed on how to edit current Direct Deposit 
information.



Employee Self-Service - Editing Current Direct Deposit Information 
Objective   

Edit remove current direct deposit information. 

Navigation  

Log onto OMNI through the my.fsu.edu portal.  Under myFSU Links, click on Human Resources.

Navigate to Employee Self Service and click on Payroll and Compensation. 
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Click on Direct Deposit. 
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To edit an account, click the arrow for the account you wish to edit.

Enter the last (5) digits of your social security number when the validation screen appears, then click Validate.
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The "Edit Account" screen will appear.  Click on the pencil icon to edit the current account information.  

NOTE:  The Account Number box now appears blank but all the other account information carried over.
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You should now see that the change has been made.

Edit your account information as needed and click Save.  In the example below, the account number and amount were 
changed.

To remove an account, click on the arrow of the account you wish to remove.

Note:  You cannot remove the "Remaining Balance" account; however, the information can be edited.
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The "Edit Account" screen will appear.  Click on the Remove button.

Confirm that you want to remove the account.

You should now see that the account has been removed.


	2 Needs Reviewing - REVISED July 2026 - Enrolling in Direct Deposit
	1
	2
	4
	5

	Needs Reviewing - NEW - Editing Direct Deposit
	Needs Reviewing - NEW - Editing Direct Deposit
	1
	2
	3
	4
	5





