ACH Payments — How to Set up your Account

This document provides instructions on how to set up your banking account information in Self-Service
to receive a refund/reimbursement through ACH Payments (Direct Deposit).

1. Loginto your self-service account by logging onto:
https://www.randolph.edu/

2. Click on circle in the top left-hand corner with the person inside then click the MyRCC Portal:
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3. Click on the Self-Service Icon - Self-Service
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4. Logintoyour RCC Self-Service Account using the same Username and Password as you would
use for your Student Email or Moodle Account. Then click “Continue”.



https://www.randolph.edu/
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5. Signin to the Microsoft page using your RCC Email address and password. You may be prompted

to enter the two-digit code for your Two Factor Authentication.

username@students.randolph.edu

Can’t access your account?

IMPORTANT Email accounts remain
active for 12 months after the last
semester you attend. Forward any
important emails you want to retain to
your personal email account. After this
time has lapsed, accounts are removed.

m Microsoft B Microsoft
Sian in username@students.randolph.edu 63

Enter password

Password

Forgot my password

IMPORTANT Email accounts remain
active for 12 months after the last
semester you attend. Forward any
important emails you want to retain to
your personal email account. After this
time has lapsed, accounts are removed.

B Microsoft

username@students.randolph.edu
Approve sign in request

@ Open your Authenticator app, and
enter the number shown to sign in.

Didn't receive a sign-in request? Swipe
down to refresh the content in your app.

1 can’t use my Microsoft Authenticator app right
now

More information

IMPORTANT Email accounts remain
active for 12 months after the last
semester you attend. Forward any
important emails you want to retain to
your personal email account. After this
time has lapsed, accounts are removed.

@, Sign-in options

6. Click on Banking Information.

~ Please visit your User Profile page and confirm or update your non-RCC email address(es). Having a personal email address on file allows for easier forgotten password
assistance.

Hello, Welcome to Colleague Self-Service!

Choose a category to get started

Financial Aid

Here you can access financial aid data, forms, etc.

o Student Finance

(]
Here you can view your latest statement and make a payment ol w\\

Lo‘ Tax Information S Banking Information

Here you can change your consent for e-delivery of tax information. Here you can view and update your banking information.
1 Employee Student Plannin
[ ploy o ]

/0u can view your tax form consents, earnings statements, banking

Here you Here you can search for courses, plan your terms, and schedule & register your
information, timecards and leave balances.

course sections

§]) Course Catalog @ Grades

7. Click on “Add an Account”. Here you will be able to enter your banking information. Please

double-check your account information to be sure itis correct.

You will also be able to “View All” accounts that are active. Always make sure that your banking
information is updated (if you have any banking account changes) so that you will receive your
refunds/reimbursements without any delays.
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— Please visit your User Profile page and confirm or update your nan-RCC email address(es). Having a personal email address on file allows for easier forgotten password
assistance.—

Banking Information \
Active Accounts ) + Add an Account D)

\ J

Refunds, Reimbursements &

Payments Verification

8. Click Activate

Financial Information Banking Information

-- Please visit your User Profile page and confirm or update your non-RCC email address(es). Having a personal
email address on file allows for easier forgotten password assistance.—-

Banking Information
< Back

New Deposit Add a Bank Account

Bank Account Usage

Refund, Reimbursemm ~—
Q-

Payment Deposit

Cancel

) Activate

9. Click Next

Financial Information Banking Information

-- Please visit your User Profile page and confirm or update your non-RCC email address(es). Having a personal
email address on file allows for easier forgotten password assistance.--

Banking Information
< Back

New Deposit Add a Bank Account

Bank Account Usage

Refund, Reimbursement & .
Payment Deposit D REREE

Effective Date

06-17-2025
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10. Follow the one screen directions:
e Enter Account Nickname
e Country of Bank
e Routing Number
e Bank Account Number

e Re-enter Back Account Number

Edit Bank Account Details

Account Nickname

New Account

Country of Bank

United States v ‘

Routing Number *

View sample check image (§)

Bank Account Number *

View sample check image (§)

Re-enter Bank Account Number *

View sample check image @

Account Type

Savings ™ ‘

Terms and Conditions ~

By signing up for direct deposit, | hereby suthorize RCC to electronically deposit funds into the

e Select Account Type: Savings or
Checking

o Read and agree to the Terms and
Conditions

e Click Submit

Edit Bank Account Details

Re-enter Bank Account Number *

View sample check image @

Account Type

Savings A

Checking

Conditions
Savings

By signing up for direct deposit, | hereby suthorize RCC to electronically deposit funds into the
account designated by me an this form. | understand a reason/description of the payment will be
provided in an E-check advice transmitted to me via email. | am responsible for updating bank
information if account details change. | also authorize adjustments to be made as necessary. If at
any time your deposit can not be processed, due  your account being closed, or for any reason,
RCC will not issue a replacement payment until the receiving financial institution has sither
returned or guarantesd return of said funds to the College. Direct deposit provides additional
‘security to students and the college because it reduces the potential for lost cnecks and check
fraud. The direct deposit authorized by your scknowledgement on this form is accomplisned by &
process known as electronic funds (EFT) ransfer from our originating bank. The process involves
submission of an encrypted file through EFT. It is covered by a number of Federal regulations
designed to safeguard the integrity of your account informition. Any attempts of fraud by this
transaction could be subject to felony prosecution under both federal and state laws. Cancellation
of this authorizstion may be sccomplisned by selecting delete on this Bank ACcount AUthorization
farm.

[ 1agree 1o the terms and conditions

Back

11. Once you have all your banking information added, you will receive a message that says that the

account is not verified.

Once you receive the message “Account is not verified”, you do not need to do anything else

at this point. This final step is completed by financial services.

EMPLOYEES ONLY: Currently, only refunds/reimbursements paid through Institutional funds

are eligible for ACH payments.



