NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Direct Deposit

In this tutorial we will discuss how to sign up for Direct Deposit.

Direct deposit is the fastest, most secure way to receive refunds. Refunds sent using direct
deposit will be received within 2 — 3 business days.

If a Student doesn’t have direct deposit, refunds will be sent in the form of a paper check to
their mailing address on file. Paper checks can take 7 — 10 business days to be received.

If an Employee doesn’t have direct deposit, refunds will be sent to an NAU Pay Card. You can
find more information about Pay Cards on HR’s website at https://in.nau.edu/human-
resources/pay-card-faqgs/.

Parents expecting a refund of the Parent PLUS Loan will receive the refund as a paper check to
the mailing address listed on the Parent PLUS Application. When completing the application, the
parent can chose to designate any excess funds to be refunded to the student. If the student

has direct deposit information on file, the funds will then be sent to the direct deposit account
listed for the student.

For more information about the benefits of Direct Deposit, please visit our website at
https://in.nau.edu/sdas/direct-deposit/.

1|Page


https://in.nau.edu/human-resources/pay-card-faqs/
https://in.nau.edu/human-resources/pay-card-faqs/
https://in.nau.edu/sdas/direct-deposit/

NA

UNIVERSITY

NORTHERN ARIZONA

Student and Departmental Account Services

Financial Account

The first step begins by selecting Direct Deposit under the “Financial Account” tile in the LOUIE

Student Home.

Financial Account

m

Make sure your Pop-up Blocker is turned off.

£ Student Home

Account Balance
Due Now

orwithin  7,531.00
30 days:

Currency used is LIS Dollar

Charges Due

Make a Payment

Payment History

Direct Deposit

Enroll in Payment Plan
1098T Form
Authorize Parental Tax Access

Account Acknowledgements v

How to Add Direct Deposit

Account Balance R
What | Owe
Term Charges & Deposit ir ial Aid
Fall 2022 9,549.00 5.512.00
Spring 2023 0.00 5.512.00
Total 9,549.00 11,024.00

Currency used is US Dollar

Jo
Y

Total Due

4,037.00

0.00

4,037.00
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

You will be taken to the Direct Deposit page.

Select Add Account to enter new account information.

EMPLOYEES and STUDENTS

O | authonze demwct depasit with either the Payroll D of Student and Aceount Services, |
understand tiad any and all relunds, payroll and financial s will be disbursed to me wang this account ifomation. The
Payrall Department allaves you o have i o thiee drec] depost accounts, however phease nole that all empleyes ravel and
BExpenss rembarsements will anly be depasaed inta the “Balance of Net Pay” account

M you receive your payroll and'or student refunds via direct deposit al a US bank and then have the entire amount forwarded 10 a
bank in anothes country, please advise the Payroll Depanment when payrall related, and Student and Degantmental Account
Services when student refund related The university must fallow for these ir2 i that will not impact
your paycheck or refund

Direct Deposit Welcome

Yiois hiv: nat added any dineet depasit account infarmation

e

How to Add Direct Deposit
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Enter your Routing Number and Account Number.
We recommend confirming this information with your bank.

Direct Depaosit
Add Direct Deposit

Direct Deposit Set Up Guidelines

Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount and/or percentage of net pay to be deposited into your additional accounts each pay period.

Your Bank Information

Routing NUMbEI’l:l View Check Example

Distribution Instructions

Account Number l:l

*Account Type ‘
“Deposit Type Balance of Net Pay hd

v

Amount or Percent

“Deposit Order 999 | (Example: 1 = First Account Processad)

* Required Field
By completing the Save process below, | authorize Northern Arizona University to automatically deposit my payments (payroll or

student refunds) into my account listed above. This includes my authorization to correct any entries made in error.

This authorization will remain in effect until | specifially change it

Return to Direct Deposit

Submit
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Select Checking or Savings from the Account Type drop down menu.

Direct Deposit
Add Direct Deposit

Direct Deposit Set Up Guidelines
Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount and/or percentage of net pay to be deposited into your additional accounts each pay period

Your Bank Information

Routing Number View Check Example

Distribution Instructions

A Number

*Account Type! v}
Deposit Type Checking
Amount or Percent_S2vings
“Deposit Order 999 | (Example: 1 = First Account Processed)

* Required Field

By completing the Save process below, | authorize Northem Arizona University to automatically deposit my payments (payroll or
student refunds) into my account listed above. This includes my authorization to correct any entries made in error.

This authorization will remain in effect until | specifially change it

Return to Direct Deposit

Submit
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NA NORTHERN ARIZONA
- UNIVERSITY

Student and Departmental Account Services

When all of the information is entered, select Submit.

Note that the Deposit Type is automatically selected as Balance of Net Pay for the first direct
deposit account entered. This means the balance of the refund will be sent to this account.

A QA =E @
Direct Deposit
Add Direct Deposit

Direct Deposit Set Up Guidelines

Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount and/or percentage of net pay to be deposited into your additional accounts each pay period.

Your Bank Information

Routing Number View Check Example

Distribution Instructions

Account Number

*Account Typei Ghecking o
“Deposit Type Balance of Net Pay v

Amount or Percent

“Deposit Order 999 | (Example: 1 = First Account Processed)

* Required Field

By completing the Save process below, | authorize Northem Arizana University to automatically deposit my payments (payroll or
student refunds) into my account listed above. This includes my authorization to correct any entries made in error.

This authorization will remain in effect until | specifially change it.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Once you click Submit, you will be asked to re-enter the Routing Number and Account Number
to verify the information.

Click OK when complete.

Verify Account Information [x

Please reenter Routing Number and Account Number for
verification.

Routing Number
AccountNumber|
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

If the account information matches the second time it is entered, a Submit Confirmation screen
will be displayed. If not, you will be directed to re-enter the information.

Click OK.

2 —
A Q = @
Direct Deposit
Submit Confirmation
& The Submit was successful.
Please keep in mind that due to timing, changes may not be reflected with the next employee paycheck or student refund.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

You will be taken back to the Direct Deposit page, where you can view a summary of the
information entered.

o
I

EMPLOYEES and STUDENTS

Once | authorize direct deposit with either the Payroll Department or Student and Departmental Account Services, |
understand that any and all refunds, payroll and financial aid will be disbursed to me using this account information. The
Payroll Department allows you to have up to three direct deposit accounts, however please note that all employee travel and
expense reimbursements will only be deposited into the "Balance of Net Pay" account

If you receive your payroll and/or student refunds via direct deposit at a US bank and then have the entire amount forwarded to a
bank in another country, please advise the Payroll Department when payroll related, and Student and Departmental Account
Services when student refund related. The university must follow formatting requirements for these transactions that will not impact
your paycheck or refund

Direct Deposit Welcome

Review, add or update your direct deposit information

Direct Deposit Details

Account Type Routing Number Account Number Deposit Type Change My Direct Deposit Stop My Direct Deposit
Checking XK Balance of Net Pay Change My Direct Deposit | | Stop My Direct Deposit
Add Account

Employees without direct deposit will be paid by pay card
Direct Deposit Removal Guidelines

If you are changing to a new bank, do not add a new account, select change my direct deposit and update the
account information.

In the event that all direct deposit accounts were removed today, new account information may NOT be entered
until tomorrow.

NOTE TO EMPLOYEES ONLY:

When all direct deposit accounts are stopped or removed, a pay card will be mailed to the employee's home
address. Please review and update your home address through Self Service to prevent delays in receiving your
pay card. LOUIE navigation is: Self Service= Campus Personal Information= Addresses.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

From the Direct Deposit page, you can change your direct deposit information by selecting the
Change My Direct Deposit button.

»

EMPLOYEES and STUDENTS

Once | authorize direct deposit with either the Payroll Department or Student and Departmental Account Services, |
understand that any and all refunds, payroll and financial aid will be disbursed to me using this account information. The
Payroll Department allows you to have up to three direct deposit accounts, however please note that all employee travel and
expense reimbursements will only be deposited into the "Balance of Net Pay" account.

If you receive your payroll and/or student refunds via direct deposit at a US bank and then have the entire amount forwarded to a
bank in another country, please advise the Payroll Department when payroll related, and Student and Departmental Account
Services when student refund related. The university must follow formatting requirements for these transactions that will not impact
your paycheck or refund.

Direct Deposit Welcome

Review, add or update your direct deposit information

Direct Deposit Details

Account Type Routing Number Account Number Deposit Type Change My Direct Deposit Stop My Direct Deposit

Checkini XXX Balance of Net Pa Change My Direct Deposit Stop My Direct Deposit
g Y ige My P P My P!

w Employees without direct deposit will be paid by pay cart

Direct Deposit Removal Guidelines

If you are changing to a new bank, do not add a new account, select change my direct deposit and update the
account information.

In the event that all direct deposit accounts were removed today, new account information may NOT be entered
until tomorrow.

NOTE TC EMPLOYEES ONLY:
When all direct deposit accounts are stopped or removed, a pay card will be mailed to the employee's home

address. Please review and update your home address through Self Service to prevent delays in receiving your
pay card. LOUIE navigation is: Self Service= Campus Personal Information= Addresses
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

On the Change Direct Deposit screen, you will be able to type in a new Routing Number.

To change the Account Number, you will need to check the Edit Account Number box.

A Q

®

Direct Deposit
Change Direct Deposit

Direct Deposit Set Up Guidelines

Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount andfor percentage of net pay to be deposited into your additional accounts each pay period.

Your Bank Information

Routing Number View Check Example

Distribution Instructions

' UJ Edit Account Number I
Account Number >OCOKK
*Account Typg‘ Checking <]
*Deposit Type Balance of Net Pay v

Amount or Percent

“Deposit Order 999 | (Example: 1 = First Account Processed)

* Required Field

By completing the Save process below, | authorize Northern Arizona University to automatically deposit my payments (payroll or
student refunds) into my account listed above. This includes my authorization to correct any entries made in error.

This authorization will remain in effect until | specifially change it

Return to Direct Deposit

Submit
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Once all the new information is entered, select Submit.

Direct Deposit

Change Direct Deposit

Direct Deposit Set Up Guidelines

Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount and/or percentage of net pay to be deposited into your additional accounts each pay period.

Your Bank Information

Routing Numberl:l View Check Example

Distribution Instructions

Edit Account Number
AccountNumper| .
*Account Typel Checking »
*Deposit Type Balance of Net Pay v

Amount or Percent

“Deposit Order 999 | (Example: 1 = First Account Procassed)

* Required Field

By completing the Save process below, | authorize Northern Arizona University to automatically deposit my payments (payroll or
student refunds) into my account listed above. This includes my autherization to correct any entries made in error.

This authorization will remain in effect until | specifially change it

Return to Direct Deposit
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

You will be prompted to re-enter the Routing Number and Account Number to confirm the
change.

Verify Account Information x

Please reenter Routing Number and Account Number for
verification.

ing Number
Account Number l:l

Lok |

13 |Page
How to Add Direct Deposit



NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Adding Multiple Accounts

To add an additional account, select the Add Account button.

»

EMPLOYEES and STUDENTS

Once | authorize direct deposit with either the Payroll Department or Student and Departmental Account Services, |
understand that any and all refunds, payroll and financial aid will be disbursed to me using this account information. The
Payroll Department allows you to have up to three direct deposit accounts, however please note that all employee travel and
expense reimbursements will only be deposited into the "Balance of Net Pay" account.

If you receive your payroll and/or student refunds via direct deposit at a US bank and then have the entire amount forwarded to a
bank in another country, please advise the Payroll Department when payroll related, and Student and Departmental Account
Services when student refund related. The university must follow formatting requirements for these transactions that will not impact
your paycheck or refund.

Direct Deposit Welcome

Review, add or update your direct deposit information
Direct Deposit Details

Account Type Routing Number Account Number Deposit Type Change My Direct Deposit Stop My Direct Deposit

Checkini XXX Balance of Net Pa Change My Direct Deposit Stop My Direct Deposit
g Y ige My P P My P!

Employees without direct deposit will be paid by pay card

Direct Deposit Removal Guidelines

If you ar ing to a new bank, do not add a new account, select change my direct deposit and update the
account in ation.

In the eve: it all direct deposit accounts were removed today, new account information may NOT be entered
until tomor

NOTE TC EMPLOYEES ONLY:
When all direct deposit accounts are stopped or removed, a pay card will be mailed to the employee's home

address. Please review and update your home address through Self Service to prevent delays in receiving your
pay card. LOUIE navigation is: Self Service= Campus Personal Information= Addresses
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NA NORTHERN ARIZONA
- UNIVERSITY

Student and Departmental Account Services

If this is not your first Direct Deposit entry, you can select the Deposit Type after entering the
new Routing Number and Account Number.

The Amount option will allow you to specify an amount of each refund to be directed to the
account.

The Percent option will allow you to specify a percentige of each refund to be sent to the
account.

A QA E O
Direct Deposit

Add Direct Deposit

Direct Deposit Set Up Guidelines
Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount and/or percentage of net pay to be deposited into your additional accounts each pay period.
Your Bank Information
Routing Number View Check Example

Distribution Instructions

Account Number

*Account Type [ v]
*Deposit Typel Amount ~|
Amount
Amount or Percent ‘pajance of Net Pay
N . Percent
Deposit Order - (cxamprer="rrsraccount Frocess ed)

= Required Field

By completing the Save process below, | authorize Northern Arizona University to automatically deposit my payments (payroll or
student refunds) into my account listed above. This includes my autherization to correct any entries made in error.

This authorization will remain in effect until | specifially change it

Return to Direct Deposit

Submit
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Direct Deposit

Add Direct Deposit

Direct Deposit Set Up Guidelines
Employees/students may create up to three direct deposit accounts. You may add checking and savings accounts. A balance account is
required when setting up direct deposit to ensure that all funds are paid out. You must set up the balance account first, after that you can
choose a dollar amount and/or percentage of net pay to be deposited into your additional accounts each pay period.

Your Bank Information

ing Number View Check Example

Distribution Instructions

Account Number l:l

*Account Type ‘

*Deposit Type‘ Amount
Amount or Percent l:l

*Deposit OrderEl (Example: 1= First Account Processed)

* Required Field

By completing the Save process below, | authorize Northem Arizona University to automatically deposit my payments (payroll or
student refunds) into my account listed above. This includes my autherization to correct any entries made in error.

This authorization will remain in effect until | specifially change it

Return to Direct Deposit

Submit
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

All other funds not allocated by Amount and Percent rules will be directed to the Balance of
Net Pay account on file. You can only have one account that is listed as Balance of Net Pay.

The first account entered is automatically designated as Balance of Net Pay. If you would like to
change the information listed for it, you will need to select the Change My Direct Deposit
button for the account on the Direct Deposit page.

Message

‘You have an active balance row and may not add a second.

The PeopleCode program executed an Error statement, which has produced this message.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

When multiple accounts are on file, there will be a summary of each account on the Direct
Deposit page, including the Account Type and Deposit Type.

»

EMPLOYEES and STUDENTS

Once | authorize direct deposit with either the Payroll Department or Student and Departmental Account Services, |
understand that any and all refunds, payroll and financial aid will be disbursed to me using this account information. The
Payroll Department allows you to have up to three direct deposit accounts, however please note that all employee travel and
expense reimbursements will only be deposited into the "Balance of Net Pay" account.

If you receive your payroll and/or student refunds via direct deposit at a US bank and then have the entire amount forwarded to a
bank in another country, please advise the Payroll Department when payroll related, and Student and Departmental Account
Services when student refund related. The university must follow formatting requirements for these transactions that will not impact
your paycheck or refund.

Direct Deposit Welcome

Review, add or update your direct deposit information

Direct Deposit Details

Account Type Routing Number Account Number Deposit Type Change My Direct Deposit Stop My Direct Deposit

Savings KXXAKX Amount | Change My Direct Deposit | | Stop My Direct Deposit ‘
Checking KXXXX Percent | Change My Direct Deposit | | Stop My Direct Deposit ‘
Checking KXXXX: Balance of Net Pay | Change My Direct Deposit | Stop My Direct Deposit

Employees without direct deposit will be paid by pay card
Direct Deposit Remaoval Guidelines

If you are changing to a new bank, do not add a new account, select change my direct depaosit and update the
account information

In the event that all direct deposit accounts were removed today, new account information may NOT be entered
until tomorrow.

NOTE TO EMPLOYEES ONLY:
When all direct deposit accounts are stopped or removed, a pay card will be mailed to the employee's home

address. Please review and update your home address through Self Service to prevent delays in receiving your
pay card. LOUIE navigation is: Self Service>= Campus Personal Information= Addresses.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

EMPLOYEES and STUDENTS

Once | authorize direct deposit with either the Payroll Department or Student and Departmental Account Services, |
understand that any and all refunds, payroll and financial aid will be disbursed to me using this account information. The
Payroll Department allows you to have up to three direct deposit accounts, however please note that all employee travel and
expense reimbursements will only be deposited into the "Balance of Net Pay" account.

If you receive your payroll and/or student refunds via direct deposit at a US bank and then have the entire amount forwarded to a
bank in ancther country, please advise the Payroll Department when payroll related, and Student and Departmental Account
Services when student refund related. The uni ity must follow ing reqL for these transactions that will not impact
your paycheck or refund.

Direct Deposit Welcome

Review, add or update your direct deposit information.

Direct Deposit Details

Account Type i Routing Number Account Number Deposit Type Change My Direct Deposit Stop My Direct Deposit

Savings KXKKX Amount | Change My Direct Deposit | | Stop My Direct Deposit ‘

Checking XXXXX Percent | Change My Direct Deposit | | Stop My Direct Deposit ‘

Checking 20000 Balance of Net Pay | Change My Direct Deposit | Stop My Direct Deposit

Employees without direct deposit will be paid by pay card
Direct Deposit Removal Guidelines

If you are changing to a new bank, do not add a new account, select change my direct deposit and update the
account information.

In the event that all direct deposit accounts were removed today, new accoun
until tomorrow.

'ormation may NOT be entered

NOTE TC EMPLOYEES ONLY:

When all direct deposit accounts are stopped or removed, a pay card will be mailed to the employee's home
address. Please review and update your home address through Self Service to prevent delays in receiving your
pay card. LOUIE navigation is: Self Service> Campus Personal Information> Addresses.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

EMPLOYEES and STUDENTS

Once | authorize direct deposit with either the Payroll Department or Student and Departmental Account Services, |
understand that any and all refunds, payroll and financial aid will be disbursed to me using this account information. The
Payroll Department allows you to have up to three direct deposit accounts, however please note that all employee travel and
expense reimbursements will only be deposited into the "Balance of Net Pay" account.

If you receive your payroll and/or student refunds via direct deposit at a US bank and then have the entire amount forwarded to a
bank in ancther country, please advise the Payroll Department when payroll related, and Student and Departmental Account
Services when student refund related. The uni ity must follow ing reqL for these transactions that will not impact
your paycheck or refund.

Direct Deposit Welcome

Review, add or update your direct deposit information.

Direct Deposit Details

Account Type Routing Number Account Number Deposit Type Change My Direct Deposit Stop My Direct Deposit

Savings KXKKX Amount | Change My Direct Deposit | | Stop My Direct Deposit ‘

Checking XXXXX Percent | Change My Direct Deposit | | Stop My Direct Deposit ‘

Checking 20000 Balance of Net Pay Change My Direct Deposit | Stop My Direct Deposit

Employees without direct deposit will be paid by pay card

Direct Deposit Removal Guidelines

If you are changing to a new bank, do not add a new account, select change my direct deposit and update the
account information.

In the event that all direct deposit accounts were removed today, new accoun
until tomorrow.

'ormation may NOT be entered

NOTE TC EMPLOYEES ONLY:

When all direct deposit accounts are stopped or removed, a pay card will be mailed to the employee's home
address. Please review and update your home address through Self Service to prevent delays in receiving your
pay card. LOUIE navigation is: Self Service> Campus Personal Information> Addresses.
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NA NORTHERN ARIZONA
UNIVERSITY

Student and Departmental Account Services

Questions?

If you have questions about your balance and due dates, please contact us at:
Student and Departmental Account Services

sdas@nau.edu

928-523-3122

For additional information and payment tutorials, visit our website at nau.edu/sdas.
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