CSUMB NON-PAYROLL DIRECT DEPOSIT EMPLOYEE PAYMENTS PROCESS AND PROCEDURES (ACH/EFT PAYMENT)
CSUMB provides employees (enrollees) with a direct deposit option for employee travel advances, salary advances and reimbursements. An individual’s election to participate in the program allows CSUMB to deposit funds directly into an enrollee’s specified bank account instead of processing a paper check. This election results in a reduction of paper and check processing costs by the campus and will save the campus enrollee time and money related to the processing, distribution and deposit compared to paper checks, or having to go to the Cashier’s Office to pick up Petty Cash. Also it reduces or possibly eliminates the payment from being lost, stolen, forged or subject to banking errors.  All non-payroll direct deposits will be processed in accordance with these guidelines.  This does not enroll employees into ‘Payroll Direct Deposit; since this is only for non-payroll payments processed through Accounts Payable (A/P).  
Direct Deposit Enrollment

Employees can enroll for non-payroll direct deposit by completing the ‘Employee Reimbursement Direct Deposit Enrollment and Change Authorization’ request form (also referred herein as the Direct Deposit Form or the Authorization Form)  found at http://finance.csumb.edu/procurement and forwarding in a confidential envelope to the Director of Business and Support Services, Mountain Hall, Suite B.
By checking the ‘New Setup’ box on the Authorization Form, a “vendor record” will then be set up (or the existing vendor record will be updated) with the electronic payment information provided by the enrollee.  As part of the enrollment process, the enrollee will disclose on the Authorization Form banking information to include the bank routing number and bank account number for either their checking or savings account (only one bank account). Once entered, the routing number and account number will be verified by a third party (the bank) via secure transmission. This verification process is also referred to as a ‘Pre-Note Verification’ that is sent to the third party.  

A pre-note verification is a test transaction that enables a bank to verify that the routing information (bank transit number and bank account number) for an electronic funds transfer (EFT) or automated clearinghouse (ACH) payment is valid.  Pre-notification will send a test transaction to the bank for a first time ACH/EFT payment to the employee.  The system requires a ‘Confirmed Pre-notification Status’ is attained before an actual ACH/EFT payment can be processed.  

The campus will provide the financial institution with only the bank routing number and bank account number. No personally identifying information will be provided. The financial institution will verify only the existence of the specified bank account number at the bank whose routing number is provided. The financial institution does not validate ownership of the bank account, since we are not providing them any information that could identify the enrollee. Therefore, when completing the Direct Deposit Form, the enrollee should verify that the bank account number and bank routing number were both entered correctly.
Attach a pre-printed, voided check or attach a letter from your bank with your bank account number and bank routing number.  Do not attach a canceled deposit slip in lieu of a voided check or bank letter.

Enrollees will be required to agree to the ‘Terms and Conditions’ (see below) of the direct deposit program. These will remain in effect until cancelled by the enrollee in writing, or upon separation of employment.  A new Authorization Form must be submitted if the enrollee changes the bank account, closes the bank account, or changes financial institutions.  Check or mark the ‘Change’ box a new Authorization Form.  Submit it to the Director of Business and Support Services in a confidential envelope.
By enrolling in the program, an enrollee grants CSUMB authority to credit refunds and reimbursements to the enrollee’s bank account. Enrollment further authorizes the University to debit the enrollee’s account, but only in a situation where a prior credit was made in error. If there is an error, the Accounting Department will contact the enrollee by phone and/or email notifying them of the action to either be taken by CSUMB or to be taken by the employee, (such as depositing the funds over, paid with CSUMB Cashier’s Office).  If unable to resolve the issue timely, depending on the situation, a paper check may be issued in lieu of an ACH/EFT payment.
A direct deposit authorization will remain in effect until the enrollee cancels the authorization by checking the ‘Cancellation’ box on a new Direct Deposit Form and by submitting this completed form to the Director of Business and Support Services in a confidential envelope. Remember that the Direct Deposit Form can also be used to change bank account information as discussed above. 
The initial authorization process set up takes up to sixteen (16) days before the enrollee will see their first payment.  If the enrollee continues to receive paper checks 17 days after submitting the Authorization Form, then the enrollee should contact Procurement.
Maintaining Bank Account Information

The Common Financial System (CFS) database in which enrollee banking information is stored is highly secure from both external and internal access. All banking information is considered private and very confidential. Access to the banking information is restricted by security roles as established by Campus Information Systems and granted only to selected personnel. 

Direct Deposit Processing

Prior to implementing direct deposit, when Accounting processed payments, one of the steps in the process created a file used for check printing. With implementation of direct deposit, the system creates two files - the check file and an ACH payment file. The ACH payment file is considered private and confidential as it contains enrollee banking and payment information. The file is encrypted and transmitted to Wells Fargo over a secure connection.  The file can only be opened by Wells Fargo Bank (the CSU bank) for ACH processing. 

Enrollees will be notified of every direct deposit transaction via CSUMB e-mail only. If an enrollee changes their email address and had elected to be in this program, then the enrollee needs to contact Procurement to update their account information.  Deposits should be posted to enrollee bank accounts the next two (2) business days following the email transmission. Accounts Payable should be contacted in the event that a direct deposit transaction has not posted to the enrollee’s bank account within three (3) business days of notification.

Processing Returned Items

Wells Fargo provides the campus with reports of all ACH/EFT rejects and returns, transactions that cannot be processed by the enrollee’s bank due to an error in the bank routing or bank account number, or when an enrollee closes a specified bank account or fails to update the Direct Deposit Form with new banking information. When the campus receives an ACH/EFT reject or return, the Director of Business and Support Services will immediately notify the enrollee of the situation in hopes that the banking information can be corrected, and the payment reprocessed via direct deposit. If this information cannot be timely corrected, the rejected or returned payment will be reissued in the form of a check.

Although you may sign up for Direct Deposit, due to operational needs a check may be issued instead.

See the Q&A (frequently asked questions and answers) document located at http://finance.csumb.edu/procurement for further clarification.
Account Number and Routing Number

The image below shows how to locate your account number and routing number.
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The line of numbers and special symbols at the bottom of one of your personal checks contains the information you need to make your direct deposit election. 

Routing/Transit Number Your routing/transit number is the nine digit number which appears between the |: symbols on the bottom of your check. 

Account Number Your account number usually appears to the right of the routing-transit number. It can be up to 17 positions in length and is located to the left of the "||" symbol. If the account number printed on your check contains spaces, you don't need to enter the spaces.

Note: Some banks display the check number to the left of the account number. Be sure you don't include the check number as part of the account number.

DIRECT DEPOSIT 
TERMS AND CONDITIONS 
Direct Deposit Authorization

I hereby authorize, in accordance with the rules and regulations of the National Automated Clearinghouse Association ("NACHA"), California State University, Monterey Bay to credit any reimbursements due to me via automated clearinghouse electronic fund transfer ("ACH") to the bank and bank account referenced and owned by me. Further, I hereby authorize CSU Monterey Bay to withdraw funds from the referenced bank account owned by me via ACH debit for the explicit purpose of correcting processing errors. Such debits are authorized only to perform legitimate and appropriate financial transactions between me and CSU Monterey Bay including, but not limited to, retrieval of reimbursement overpayments. This authorization will remain in effect until cancelled by me in writing, or upon separation of employment. A new Authorization Form must be submitted if I change my bank account, close my bank account, or change financial institutions. 

Note: I understand that California State University, Monterey Bay requires up to fourteen (14) business days to set up this initial authorization and two (2) business days for funds to become available following an ACH electronic funds transfer.

Privacy Notification
The State of California Information Practices of 1977 (effective July 1, 1978) requires the University to provide the following information to individuals who are asked to supply information about themselves. The principal purpose for requesting information on this Authorization Form is to acquire authorization for reimbursement and refund distribution to a financial institution of the individual's choosing. Furnishing all information on this Authorization Form is mandatory. Failure to provide such information will delay or may even prevent completion of the action for which the Authorization Form is being submitted.
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