Self-Service Banking Information Guide
Student and Employee Non-Payroll Payments

To enter banking information for payments other than payroll, follow the instructions below. Payments for
this purpose include student refunds, financial aid disbursements and employee payments/reimbursements
(other than payroll).

1. Click on “Self-Service” from the FTCC main web page.

Title IX & Equal Opportunity

2. Sign In to Self Service.

Resources

25 Live

Accessibility
Blackboard

Bookstore

Financial Aid eForms
CetSAP Progress Center
Cive Now

Library

MIS Technical Support
NC Military Business Center
Public Safety & Security
Self-Service

Student Email

Student Learning Center

WebAdvisor - Continuing Ed

Students only
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Campus Maps

Fayetteville Campus

Campus Profile

Collision Repair Center
Community Resources

Fort Bragg Center

FTCC's Education Center
Horticulture Education Center

Spring Lake Campus Map

Contact Us

Career Coach

Employment Opportunities
Employee Benefits
Employee/Student Complaints
Events

FTCC's Audit Report

In the Spotlight

News

Password Reset

SACSCOC Accreditation
Text Alerts

Title IX & Equal Opportunity

Transcripts
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3. Click on Banking Information.
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Hello, Welcome to Colleague Self-Service!

Financial Aid
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4. Click Add an Account. If you wish to add an account to replace an existing account, take the same
action.
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Banking Information

Active Accounts € ( . )

Page 2 of 6



Self-Service Banking Information Guide
Student and Employee Non-Payroll Payments

5. Click Activate.
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Banking Information

6. Enter an effective date, if applicable, then click Next.

a. This action is also taken to add a new account to replace an existing account you previously
entered. Please note, after an account has been entered, you must validate a previously
entered bank account number in order to make updates.

b. To add a new account that you want to be active on a future date, take the same action and
enter the future effective date.
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Banking Information

Sign out | Help
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7.

8.

Enter bank account details. You will need your bank routing and account number. Do not enter a
debit, credit or payment card number. If your debit or payment card is connected to your bank
account, you must enter the bank account number and not the card number.

Financial information - Bankong Information

Banking Information

New Deposit

Bank Account Usage

Refund, Rembursement & Payment Jf:slt

Scroll down, read the Terms and Conditions, click the box to agree to the terms and conditions, then
click submit.

Finzncig! Information Banking information

Banking Information

New Deposit

Bank Account Usage

Refund, Reimbursement & Payment Deposit

Effective Date
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9. Your banking information has been entered. The “Not Verified” status will update to “Verified” within
two (2) business days. To check the Verification Status, just sign in to Self Service.
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mato: Banking informatior

Banking Information

Active Accounts

Refunds, Reimbursements & Payg View Al
MyChecking >

10. You will receive an email as notification that you made a change to the banking information.

Payable Account Notice of Chg - Message (Plain Text)

File Message Help Q Tell me what you want to do

DoNotReply@faytechcc.edu O —

D Payable Account Notice of Chg

A change was made to your direct deposit information in Self-Service. If you did not make this change, please email toddd @faytechcc.edu.

Thank you and have a great day. FTCC Business & Finance

11. Verified Status. Your payment can now be made to the bank account you have entered.
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Banking Information

Active Accounts + Add an Account

Refunds, Reimbursements & Payigs

MyChecking

Page 5 of 6



Self-Service Banking Information Guide
Student and Employee Non-Payroll Payments

Special Note for Work Study Students or Employees that also receive student financial aid/refunds:
If you have banking information set up for payroll purposes, you will also need to enter banking information to receive
non-payroll payments for financial aid disbursement and/or student refunds.
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Banking Information

EXAMPLE of previous bank account information on file.

This example shows a bank account was entered, then a second bank account was entered that ended the first
bank account and moved it to the Past Deposits. Then a third bank account was entered with a future date, as
shown in the Future Deposits.

Pl il oy ot

Banking Information

Refunds, Reimbursements & Payments

MySavings1

Future Deposits

MyChecking2

Past Deposits

MyChecking
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