[bookmark: _GoBack]Instructions for signing up for Direct Deposit for Travel Reimbursements or Petty Cash:
Go to the Accounts Payable website at http://www.uidaho.edu/controller/accountspay

In the right hand column, under “Direct Deposit Sign Up,” click on “AP and Travel Direct Deposit”
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This will take you to a screen in VandalWeb.  You will need to enter your VandalWeb login information to proceed.
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Enter routing information for the bank account where you want to have future reimbursements deposited.
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You will need your bank account number and routing number.
Once, you have entered the information, click “Create”.
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Once your information is entered, you do have the option to change it, if needed.
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View Direct Deposit Information

We do not have your direct deposit information. If you anticipate receiving more financial aid than your institutional charges, you can save time by entering your
is not required to get your refund or financial aid, you can still go to Student Accounts/Cashiers and pick up a check.

Enter direct depost information ]
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Enter direct depost information

‘ Please DO NOT use the information from a deposit siip. Deposit slip encoding is intemal for each financial institution and often times s not the correct information needed to process a direct deposit.

P Please do not include the number of 2 check in any of the fields on this page.

Routing Number:

Account Number:

Verify Account Number:
Account Type: Choose Account Type ~

By completing this on-line application, 1 authorize the University of Idaho to initiate electronic credit entries to the account I specify. I acknowledge that the origination of ACH transactions to my account must comply with the
provisions of U.S. law. This authority will remain in effect for the award-year entered or until 1 have cancelled it on-line.
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Q ‘Your direct deposit information has been entered. Please click on the edit button if you need to make any corrections.

Bank Routing Numbet

Bank Account Numbe
Account Type: Checking

( Change direct deposit information
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