
INSTRUCTIONS FOR 
FACULTY & STAFF

DIRECT DEPOSIT ENTRY 
Self Service

selfservice.wittenberg.edu 

https://selfservice.wittenberg.edu/


Log into https://selfservice.wittenberg.edu/ using your Wittenberg email, 
password, and MFA. Once on the Self-Service home page, choose 
Banking Information.

Click Here
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https://selfservice.wittenberg.edu/


The Banking Information page pulls all of your active accounts and displays them 
under Payroll Deposits. You will also see the Verification status, the Amount, and 
the Deposit Priority. 

If you only have one account, the Deposit Priority will say Balance. If you have 
multiple accounts, you can prioritize them by entering specific amounts in each 
account. The remainder will always be prioritized last as Balance. 

Click Here to Add and Account
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Under New Deposit, Activate the Payroll Deposit. 
Do NOT active the Refund, Reimbursement & Payment 
Deposit.

Click Here
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Enter the Effective Date you would like; this is the date you would like to 
use this account for deposits. Choose if you would like to end the 
deposits on a certain date by choosing End on: and entering the date. 
Otherwise, choose No end date. 

Enter Effective Date

Specify End Dates Here IMPORTANT : If you make changes to your Direct 

Deposit accounts after the Payroll deadline, the change 

will not take effect until the following payroll. Check the 

Payroll webpage for the current Payroll Schedule.

End dates should only be entered if you want to only 

deposit into the account for a short period, not 

continuously. For example, add an end date if you would 

like to save up for the holidays and end the deposit to this 

account at the end of the year.
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https://www.wittenberg.edu/administration/humanresources/payroll


*SCROLL DOWN*
1. Under Deposit Details, select how much of your paycheck you would like deposited into 
this account. 

- Choose Entire Balance if you only have one account. 
- For multiple accounts, choose Remaining Balance or Specific Amount and enter 
a dollar figure. 

2. Under Deposit Priority, use the arrows on the right side to change the priority of the 
accounts. As noted previously, the account with the Remaining Balance will always be last. 
3. Click Next to enter the Bank Account Details. 

Enter dollar amount. 
This is NOT a percentage.

Click Here
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Once the Edit Bank Account Details page appears, enter an 
Account Nickname, Routing Number, Bank Account Number, 
and Account Type. You may View sample check image to locate 
the routing number and account number on a check.

Click Here to 
View sample check image

Enter your account nickname

Remember: Routing numbers 
always have 9 digits!
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If the routing number is invalid, please contact Human Resources to add your 

bank in the system. 

Please double check that all information is correct before submitting! You 

are responsible for any fees that are incurred by providing incorrect information. 

If you receive this error, 
contact Human Resources! The name of your bank will 

populate if it is in the system.

https://www.wittenberg.edu/administration/humanresources

Remember: Routing numbers 
always have 9 digits.
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mailto:hure-mail@wittenberg.edu
https://www.wittenberg.edu/administration/humanresources


Please double check that all information is correct before 
submitting! You are responsible for any fees that are incurred 
by providing incorrect information.

The length of bank account 
numbers vary among banks.
Include ALL zeros in bank 
account number!

Enter your bank 
account number.

Choose Savings or Checking.
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Once all information is correctly entered, read the Terms 
and Conditions and check the box that reads I agree to 
the terms and conditions. Click Submit.

Click Here

Submit Here
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Once submitted, you should now see the added account under Active 
Accounts. 
Human Resources will verify your newly added account. This will not 
happen immediately.
To edit an account, click the name of the Payroll Deposit.

Click 
Here
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Here you can change any of the Deposit Details, Deposit 
Priority, or View Bank Account Details in the top right corner. 
Save your changes. Return to slide 4 for further instructions. 

12

Click Here

Click Here

Click here to deactivate an account. 
Be sure to save. 



To view all accounts, click the blue View All button on the right next to Deposit 
Priority on the Banking Information home page. This screen outlines all Active 
Deposits, Future Deposits, and Past Deposits, if any.
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