How to Add Your Payment Elections & Delete Student Rules
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This QRC is for individuals who need to create their first payment elections in the system.
Add Payment Elections
1. Click the Expenses hub from Your Top Apps (Click here to learn 4. Expense Payment Method is automatically selected for Direct
how to add the app to Your Top Apps) Deposit. Should you see other payment methods, they are only
visible if you are or have previously taken coursework at UR and
have a student record. They can be deleted after initial set-up.
our Top Apps
@ Expenses Payment Election Option
- visiblejifsyouiare
Person orghave)previously
2. Select Payment Elections under the View column on the right. taken.coursework
Default Country United States of America Ea—t UR«and have,g
Payment Elections Default Currency ~ USD studentirecord.

3. Click Add to add an account. Preferred Payment MEthOd/

Select how to receive payment for each type of pay. For direct deposit, be sure to add bank accounts before payment elections. Student Refund Election Rule * X Direct Deposit

Person Expense Payment * [ X Direct Deposit

Default Country United States of America
Default Currency ~ USD

Payment Election  No payment elections specified

3
Add

=

UR STUDENT :


https://rochester.app.box.com/s/emje6vfm0029akqcdghbdddno4vlu534
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Delete Student Rules

Sample Check

Janathan Dae
4321 Main 5t
Arpwhere, CAS4000 .

sl

SeTE R A DO NOT INCLUDE
Anyehars Ca B0 Check #

NA23LEE7ES DODAZ23ILSETEN0 = B8+TF

Dollars

9 Digit Routing # Account #
Between the 13 symbols Inchude all zeros

6. Select the Account Type

Account Information

[ Account Type * O Checking

() Savings

If you need to remove a payment election for any reason, follow these steps:
1. Click the Expenses hub from Your Top Apps (Click here to learn how to add the app

to Your Top Apps)

'our Top Apps

1

Select Payment Elections under the View column on the right.
‘e Payment Elections

Under the Payment Elections table, select Edit next to Pay Type to remove.

7. Enter a 9-digit Routing Transit Number.

8. Enter your bank Account Number, including all zeros.

9. Enter the Bank Name.
10. Enter the Name on Account.
11. Enter Account Nickname (optional).

Payment Elections 3 tems EET .
Payment Elections
Account
Pay Type Payment Type Account Number Distribution
Student Payment Direct Debit TEST w3046 Balance
Yes

Select the delete () icon for the rule you want to delete.

?louting Transit Number *

Account Number *

9

Bank Name *

Name On Account *

Payment Elections 1 item

i
=

T Order *Country *Currency *Payment Type Account
O United States of usD Direct Debit TEST
America

Account Nickname (optional) |

12. Click OK. ‘m

UR STUDENT .|

Click OK

You'll be redirected to the Payment Elections page where more edits can be made.
Repeat Steps 1 through 5 as needed.

* Once a payment election is added, UR Student will not allow for deletion of
all Pay Types. One Pay Type must remain.
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