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ESS – Maintain Bank Information 
 
Location(s):  Employee Self-Service 
 
Purpose:  Employee Self Service (ESS) is available to all faculty, staff, and student employees. Tasks 
available in ESS include view benefits participation, view pay statement, maintain personal information, 
and maintain bank information. The information contained in this document is for maintaining bank 
information. 

Virtual Private Network (VPN) is not necessary to access ESS. 

1. Log into myNKU 
2. Select the Employee Self Service tab. 
3. Click Personal Information. 
4. Select the Bank Information link. 

 

Note:  Contact the PAYROLL department with effective date questions and to delete your bank 
information. 
 
 

 

5. Enter the last 8 digits of your ISO number and the last 4 digits of your SSN. 
6. Click Next. 
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Edit Bank Information: 

1. Click Edit for either the Main bank (primary account) or Other bank (secondary account). 
 

 

2. Edit the routing number and/or account number. 
 

3. Indicate if the account is Checking or Savings. 
 

4. Enter the Standard Percentage or Default Value in dollar amount. 
 

5. Click Review. 
 

 

Enter either a percentage of payroll check 
to deposit in the Standard Percentage field 
or a specific dollar amount of payroll check 
in the Default Value field. 
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6.   Click Save. 
 

  

 

7.   A confirmation message will appear at the top of the screen. 
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Add New Bank information: 

1. Click New Other bank. 
 
 

 

2. Maintain routing number, account numbers (checking or savings), Standard Percentage, or Default 
Value. 
 

3. Click Review. 
 

  

Enter either a percentage of payroll check 
to deposit in the Standard Percentage field 
or a specific dollar amount of payroll check 
in the Default Value field. 
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4. Click Save. 

 
 

5.   A confirmation message will appear at the top of the screen. 
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