
 
Updating/adding banking details 
Employee Self-Service (ESS) 

 

CRICOS 00103D  |  RTO 4909 Version:  March 2022 Page 1 of 4 

 

To begin, login to Employee Self-Service (ESS): ess.federation.edu.au/empower 

 

 

You will need to select  
‘I accept’ to progress past the 
‘Confidentiality Compliance’ screen 

 

 

 

Login to Empower using your 
normal sign-on details 

 

 
 

 

 

Select the ‘Employee’ tab 

 

 

Then the ’Requests’  
drop-down arrow 

then ’Payment’ 
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View your current payment 
instructions 

● select the pencil icon to initiate 
a change to your payment details 

Note: your pay can be distributed to 
more than one account – see below for 
more details  

 

To save you starting a request 
from scratch, this screen copies 
your ‘Current Instructions’ to  
‘Not submitted’ 

Under ‘Not submitted’,  
select the pencil icon to start to 
‘Change’ your payment details 

 

For your whole pay, type ‘Balance’, 
and then update/change your 
‘Account Name’, ‘BSB’ and/or 
‘Account number’ as required 

After making the required changes, 
select ‘Update’ 

● these changes have not yet 
been sent to Payroll - please see 
the additional steps below to 
ensure your changes are made 

Note: your pay can be distributed to 
more than one account – see below for 
more details 

 

 

 
 

Once you have updated your 
details, you will see ‘successfully 
updated instruction details’ 
banner 
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Select ‘Submit request’  
 

Then ‘Send to’ to alert Payroll 
and have your changes actioned 

 

 

Your ‘Not submitted’ request 
becomes a ‘Pending request’ 
until approved by Payroll 

Delete or change your request 

 
Prior to approval by Payroll,  
you are still able to ‘Delete’ 
or ‘Change’ your request 

 

If selecting ‘Delete’,   
please enter a comment, 
then ‘Confirm’ your request 
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Split or add an additional payment 

To split or add an additional 
payment, select the  
‘New instruction’ button 

 

Add details of the amount 
and account details to pay  

then select ‘Save’ 

 

To finalise select  
‘Submit request’  

 

Then ‘Send to’ to alert Payroll  
and have your request actioned 

 

 

 


