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Signing up for Direct Deposit

Purpose: How to enroll in direct deposit to receive your student
financial refunds from overpayments and financial aid by electronic
check directly in your bank account.

Adding a New Bank Account for Direct Deposit

1. Log into WorkDay through Basecamp

B BASECAMP Basecamp Student ~ Student Services
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Workday Fall 2026

We're improving the systems and support services that help you register for classes, track your CMC Technical Service Desk
progress, manage financial aid, and connect with your advisor. Find quick reference guides on

using Workday on CMC Next 970-947-8438

e 866-642-0495, toll-free

Click on the Workday button below to get started. servicedesk@coloradomtn.edu

Service Desk Hours

2. Select Student > Finances to view your Student Financials Dashboard
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3. Select Set up Payment Elections in the right-hand menu under Student Financials Helpful

Links.
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4. In Payment Elections you will manage bank account information and the transactions tied
to each account. You'll need to begin by selecting Add under Accounts.

Payment Elections AmandaWard (0639161) G2

Enter below the information of the bank account you would like to use for making payments and receiving refunds.

Person Amanda Ward
Default Country  United States of America
Default Currency ~ USD

Status Successfully Completed

Last Updated 04/03/2026 02:10 PM
Accounts 2 items H=E0 8 \HEH
a
Account Nickname Country Bank Name Account Type Account Number Action
Global United States of America Global Credit Union Checking e 997
Rio Grande Federal CU ******6016 United States of America Rio Grande Federal CU Savings 6016

Add

5. You will enter your account information including the account type, the routing number,
the account number, the bank hame, and an account nickname if you'd like.

Account Information

Account Type * o Checking
() Savings

Routing Transit Number *

Account Number *

Bank Name *

Bank ldentification Code

Account Nickname (optional)

6. After you select ok, the account will be added for prenoting. Prenoting is a way for CMC and
our bank to verify that the bank account information is valid and authorized by sending a
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$0 transaction through the ACH network. Per regulations, CMC cannot use your account

information for direct deposit until it has been prenoted and verified.

Assigning your Bank Account for Direct Deposit

1.  Once you have finished adding your account information, you will then need to set up your
Payment Election for Student Refund. If no payment election is selected, the system will
default to a check. You will scroll down to Payment Elections Requiring Set Up and select
Add.

Payment Elections Requiring Setup 1 item H =80 H

Pay Type Default Payment Type Deseription Action

Student Refund Check/Cheaque No elections found. Add

2. In the Payment Election screen, you will select USD for your Currency, then Direct Deposit
for your Payment Type, then your Account you added under the Account field, then select
the button by Balance. Once those are completed, you will select ok to save.

Payment Election

For Payroll Payment Election - All non work study employees must elect Direct Deposit. The option of check is only allowed for work study students.

Pay Type Student Refund

Person Amanda Ward

Default Country United States of America
Default Currency usp

Number of Elections Allowed 1

Payment Elections 1 item

Order *Country *Currency *Payment Type Account *Balance / Amount / Percent

‘ X United States of America ‘_| ‘ X UsD ‘_‘ ‘ X Direct Deposit ‘_‘ ‘ X Global ‘_‘ @ Balance

3. Once completed, your account will show as direct deposit until your Payment Elections
page.

Updating your Payment Elections

1.  Once you have your payment elections selected, if you need to update your account
information, you have to remove the payment election first. To begin, you will follow the
steps above to add a new bank account. The system will not allow you to remove the old
account while it is still assigned to a Payment Election.

a. If you do not have a new account but simply need to remove the old account, you
will skip forward to step 4.
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2. After you have added the new account, you will find Student Refund under the Payment

Elections portion of the page. Select Edit on Student Refund.

Account ] B, BB
Aocount Nickname Country Barik Nome Account Type Account Number Acti
Unit Ui ek e e )
Fem
View )
Ur Ri F ings Edit
Femo
View )
Add
Payment Elections 4 LER L -
Payment Elections N
PayType Payment Type Account Rocount Number Distmbuton Ketion
Direet Deposit Gioka e, Balance (Em )
Yes
0 u Amount Edit
0
Direct J Balance
Direct Dep ’ Balance Edit

3. Inthe Payment Election screen, you can use the menu bar in Account to select the new
account added. Select ok to save.

Payment Election

For Payroll Payment Election - All non work study employees must elect Direct Deposit. The option of check is only allowed for work study students.

Pay Type Student Refund
Person Amanda Ward

Default Country United States of America
Default Currency usp

Number of Elections Allowed 1

Payment Elections 1 iter

Order “Country *Currency “Payment Type O ciebel *Balance / Amount / Percent
() Rio Grande Federal CU 46016
a
‘ X United States of America :‘ ‘ X UsD :‘ ‘ X Direct Deposit = Search E] O Balance

X Global

.

4. If you would like to remove your direct deposit account and revert back to check refunds,
then you will select the minus sign for the row, removing it entirely before selecting ok to
save.

Payment Elections 1 item =@
() Order *Country *Currency “Payment Type Account *Balance / Amount / Percent
D i
X United States of America = ‘ X USD = ‘ X Direct Deposit = ‘ X Global = | o Balance
-
“ >

5. Once you have removed the old bank account from your payment election, you will then be
able to remove the account entirely from Accounts in the top portion of the screen.

Accounts 2items

Account Nickname Country Bank Name Account Type Account Number Action

View

Global United States of America Global Credit Union Checking 1997
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