How to set up or change your bank account for electronic reimbursements:
(Not currently available for students)

Note: If you already have direct deposit bank accounts set up for either payroll or reimbursements,
self-service will prompt you to input an existing bank account number for security purposes. Please
be sure you have this information available before proceeding.

Log into AC Data (https://acdata.amherst.edu) using your Amherst username and password.
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Select the Employees section on the right of your screen.

AMHERST COLLEGE
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AC Data provides the Amherst College community with secure access to administrative information. Limited functionality is available to alumni for

one year after graduation
Screen reader friendly site is available here.
Please remember to log out and clear your browser's cache when you are finished

Help for 'Family and Friends' including authorized users and password reset.

System Maintenance is performed Thursdays from 6AM-8AM.

Piease remamber to (ogout when you ars finished.
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Under Financial Information, select Banking Information.

Employees Menu I Main Menu Log Out

Employees Menu

The following links may display confidential information.

Employee Profile

Employes Address and Telephone Information
Name Preferences

ntact Information
Position Summary
Leave Plan Summary_for Hourly Benefited Staff
Employes Printed Directory Preferences
Athletics Roster

Financial Information

iy

Banking_Information
Tax Information

Employees Menu | Main Menu Log Out

Click on +Add an Account on the right.

Financial Information v Banking Information
L For those setting up a 'Five College' account, please fill out the "UMass / Five College Federal Credit Union Direct Deposit Form' found here and submit to
1 the Controllers office.

Banking Information

Active ACCOU nts ‘ + Add an Account

If porompted, enter the full account number that ends with the 4 digits indicated on your screen and
click on Confirm. If successful, a message will display at the top right “Account number confirmed!”
(If you are having issues with this security confirmation, please contact Joanne at X2803)

Click on the Off button to the right of Refund, Reimbursement & Payment Deposit. The button
should toggle to On allowing you to change this account number. You can also opt to change the
payroll account at the same time if you wish to use the same account for both. These two options
work independently, so you can have your reimbursements credited to a different account than your
payroll deposit if you desire. Also, you don’t need to turn on the Payroll account in order to add the
same account for your Reimbursement Deposit. Leaving the Payroll option Off will leave the existing
payroll account unchanged.
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Enter the Effective Date for the change — this will default to today but can be set for a future date.

Banking Information

¢ Back
New Deposit Add a Bank Account
Bank Account Usage 1
Payroll Deposit &) orF Refund, Reimbursement & Payment
Deposit
Effective Date i
4/16/2018 -
Cancel Next
Click on Next

Fill out all fields with your bank account information, scroll down and check the box agreeing to the terms
and conditions.

Edit Bank Account Details
View sample check image o

Bank Account Number *

1
View sample check image o
Re-enter Bank Account Number *
P —
1
Vview sample check image o
Account Type
Checking hd
Terms and Conditions ~

autharize Amherst College to electronically deposit funds to the financial institution and related
accounts provided by me and access this information for customer service purposes such as
researching an issue with my deposit. | further authorize Amherst College to share this
information to its third-party partners utilized to process reimbursements and refunds to these

accounts.

q agree to the terms and conditions

Back Submit

Click on Submit

You will receive an e-mail confirming that you have changed your banking information. The set-up
process in the Controller’s Office may take up to 10 days to complete. You will continue to receive paper
checks until this set-up has been finalized.
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Note: Your account will show up on the Self-Service screen as “Not verified” until the prenote process is
run in the Controller’s Office — this may take up to a week.
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