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Managing your Direct Deposit

Add, remove, or update direct deposit information in your supplier portal.

The Jaggaer portal is not accessible on mobile devices such as smartphones or tablets.

It must be accessed from a desktop computer.

First, access your supplier registration by logging in on the Jaggaer supplier portal. Once logged in, click Indiana

University in the Customer Portal Access section.
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If it’s the first time you’re accessing your portal after your initial login, a pop-up window will appear notifying you that
you are leaving the Jaggaer portal and continuing to the Indiana University portal.

Check the box next to “Don’t show me this again” and click OK to dismiss the message and continue.

Customer Portal Access

You are being redirected to the Indiana University portal, where you can manage
your relevant data, inveices, and events.

To return to the network portal, access your user name at the top of the page and

agaturn to JAGGAER Supplier Network."
on't show me this again
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In the IU portal, click Manage Registration Profile to update your information.
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Add Direct Deposit

First, click Payment Information in the left-hand menu, then Add Payment Information.

Kirk, James

Registration In Progress for:
Indiana Universify

30of5 Steps Complete

Welcome
Individual Overview
Addresses

Contacts

Payment Information ?

Information on this page is used to determine how and where you will receive payment. Please ensure all information entered is carefully
checked for accuracy. Please enter an email address if you wish to receive an email notification regarding payments including invoice, date,
and amount.

The order of prioritization of payment methods is:

* US Bank Payment Plus — Single Use Credit Card

v o Setup between [U and US Bank is required to properly receive payment Method will not be activated until setup is complete.
Contact supplier@iu.edu.
v * Direct Deposit (ACH)
© Payments are made based upon information entered into the supplier pertal by the supplier.
v o |U sends ACH payments in CCD format.

o U only sends ACH payments to US-based bank accounts.

Payment Information

I * Wire Transfer
o Limited to foreign transactions only. US based suppliers will be asked to submit direct deposit details if only wire transfer

information is provided.

rinjmghongs. o B S0 S S 0o iSSP

Required Information
At least one payment type is required to complete this section.

entered.

Add Payment Information w

Select Direct Deposit (ACH) from the drop-down menu. A new window opens where you can enter your banking

information.

Kirk, James

Registration In Progress for:
Indiana University

3of5 Steps Complete

Welcome

Individual Overview
Addresses

Contacts

Payment Information

Tax Information

o o Setup between [U and US Bank is required to properly receive payment. Method will not be activated until setup is complete.
v 4 * Direct Deposit (ACH)

e © |U sends ACH payments in CCD format.
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Payment Information ?

Information on this page is used to determine how and where you will receive payment. Please ensure all information entered is carefully
checked for accuracy. Please enter an email address if you wish to receive an email notification regarding payments including invoice, date,
and amount.

The order of prioritization of payment methods is:

* US Bank Payment Plus — Single Use Credit Card
Contact supplier@iu.edu.
© Payments are made based upon information entered into the supplier portal by the supplier.
o U only sends ACH payments to US-based bank accounts.

* Wire Transfer

o Limited to foreign transactions only. US based suppliers will be asked to submit direct deposit details if only wire transfer
information is provided.

o Method is approved before wire transfer will be sent.

Required Information
At least one payment type is required to complete this section.

Mo payment information has been entered.

Add Payment Information -
I Direct Deposit (ACH) I

Check

< Previous Next »
Wire Transfer

Foreign Draft |
—————————— . Need Help?
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Fields marked with a star are required. All other fields are optional.

If you wish to receive an email notification when payment is issued via ACH, enter your email address in the Electronic

Remittance Email field.

Add Payment Information

Only associated countries are displayed.

- . -
Payment Title Direct Deposit

Country ™ United States v
Payment Type * Direct Deposit (ACH)
Direct Deposit Format ACH ¥

Electronic Remittance Email cptkirk@gmail.com

*
Currency UsD v

Active ® Yes No

Next, enter your bank account information in the Bank Account section. Click the What is this? link for help locating

your routing and account numbers.
Routing and account numbers are not the same as debit or credit card numbers.

Click Save Changes to save your work.

Bank Account

, -
Country Unitad States
. o
Bank Name lowa Credit Union
o o x .
Account Holder's Name James Kirk

Account Type ® Checking

Routing/Transit Number * | our Routing Number

*
Account Number Your Account Number

Confirm Account
Mumber *

Your Account Number

Address Line 1

Address Line 2

Address Line 3

City/Town

State/Province/Region

Postal Code

* Required to Complete Registration Save Changes
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You will receive an email notifying you changes were made to your account. If additional information is needed you will
be contacted by supplier@iu.edu.

Supplier Payment Information for Indiana University =
has been edited. Inbox X

SciQuest Support UserTest =suppori@sciquest.com= 413 PM (2 minutes ago) Y 4
tome -

E}James Kirk

Dear James Kirk,

Supplier Paymeant Information for Indiana University has been edited by: James Kirk (2/25/2020 4:1¢
PM).

To review changes click the link below and navigate to payment information section:

Click here to review changes

If these changes are intended, please ignore the email and no further action is required.

Thank You,

Update Direct Deposit

First, click Payment Information in the left-hand menu, then Edit next to the information you wish to update.

Kirk, James Payment Information ?
Supplier Numberu15350353
Registration Complete for: Information on this page is used to determine how and where you will receive payment. Please ensure all information entered is
Indiana Universify carefully checked for accuracy. Please enter an email address if you wish to receive an email notification regarding payments including
invoice, date, and amount.
Welcome The order of prioritization of payment methods is:
o . v + US Bank Payment Plus — Single Use Credit Card
Individual Overview o Setup between IU and US Bank is required to properly receive payment. Method will not be activated until setup is
complete. Contact supplier@iu.edu.
Addresses v * Direct Deposit (ACH)
o Payments are made based upon information entered into the supplier portal by the supplier.
Contacts "4 o |U sends ACH payments in CCD format.
o |U only sends ACH payments to US-based bank accounts.
Payment Information "4 * Wire Transfer

o Limited to foreign transactions only. US based suppliers will be asked to submit direct deposit details if only wire transfer

information is provided.
Tax Information ) . ;
o Method is approved before wire transfer will be sent.

o Payment must be made to a bank account in the same name as the supplisr.
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Title = Payment Type Currency Active

Direct Deposit Direct Deposit (ACH) usD Yes Edit

Add Payment Information w
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A new window opens which displays your current direct deposit information. Update the appropriate field(s) and click
Save Changes when done to save your work.

Click the “eye” icon next to the Account Number field to see your current direct deposit account number.

Edit Payment Information

Only associated countries are displayed.
Payment Title * Direct Deposit
Country * United States
Payment Type * Direct Deposit (ACH)
Direct Deposit Format ACH

Electronic Remittance Email cptkirk@gmail.com

PR bl L L L LLIPIPIIS

'S ok

Routing/Transit Mumber * 073000545

US BANK NA

Account Number *

Confirm Account
Number *

Address Line 1
Address Line 2
Address Line 3
City/Town

State/Province/Reaion -

H*p s . -
Required to Complete Registration Save Changes
. Need Help?

Your direct deposit has been updated. You will receive an email notifying you changes were made to your account. If
additional information is needed you will be contacted by supplier@iu.edu.

Supplier Payment Information for Indiana University =
has been edited. Inbox x

SciQuest Suppert UserTest =support@sciquest.com= 418 PM (3 minutes ago) -;}f -
tome =

E}James Kirk

Dear James Kirk,

Supplier Payment Information for Indiana University has been edited by: James Kirk (2/25/2020 4:1
PM).

To review changes click the link below and navigate to payment information section:

Click here to review changes

If these changes are intended, please ignore the email and no further action is required.

Thank You,
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Remove Direct Deposit

It is not possible to completely remove banking information from your supplier profile. Instead, the direct deposit record
is inactivated. Inactivating direct deposit information means it will not be used for future payments.

If no active direct deposit record is on file, payments will be mailed to your remit address.

We strongly encourage you to establish a new direct deposit account using the instructions in
this document. Direct deposit is a faster, more secure way to receive payments from IU.

First, click Payment Information in the left-hand menu, then Edit next to the information you wish to inactivate.

Payment Information ?
& Registration Complete for: Information on this page is used to determine how and where you will receive payment. Please ensure all information entered is
an Indiana University carefully checked for accuracy. Please enter an email address if you wish to receive an email notification regarding payments including

invoice, date, and amount.
Welcome The order of pricritization of payment methods is:

+ US Bank Payment Plus — Single Use Credit Card

o U only sends ACH payments to US-based bank accounts.
* Wire Transfer

o Limited to foreign transactions only. US based suppliers will be asked to submit direct deposit details if only wire transfer
information is provided.

o Method is approved before wire transfer will be sent.
o Payment must be made to a bank account in the same name as the supplisr.

PN W NN NN NN L TN N N NN N NN NN NN NN NN NN

Individual Overview v o Setup between |U and US Bank is required to properly receive payment. Method will not be activated until setup is
complete. Contact supplier@iu.edu.
Addresses v * Direct Deposit (ACH)
o Payments are made based upon information entered into the supplier portal by the supplier.
Contacts 7 o |U sends ACH payments in CCD format.
v

Payment Information

Tax Information

odtsioz of we L.s.

Title = Payment Type Currency Active

Direct Deposit Direct Deposit (ACH) usD Yes Edit

Add Payment Information
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Click the “No” radio button next to Active to inactivate the direct deposit record. Click Save Changes to save your work.

Edit Payment Information

Only associated countries are displayed.

Payment Title * Direct Deposit
Country ™ United States
Payment Type * Direct Deposit (ACH)
Direct Deposit Format ACH

Electronic Remittance Email cptkirk@gmail.com

Currency * Uso

Active Yes

Bank Account

Pl ol W O S S S W O O W W Y S

Address Line 2
Address Line 3
City/Town

State/Province/Reaion

*n_ - - S c
Required to Complete Registration Save Changes
& Need Help?

Your direct deposit has been inactivated. You will receive an email notifying you changes were made to your account. If
additional information is needed you will be contacted by supplier@iu.edu.

Supplier Payment Information for Indiana University &
has been edited. = /nbox

SciQuest Support UserTest <support@sciguest.com> 418 PM (3 minutes ago}  v7 4
tome -

|::‘,James Kirk

Dear James Kirk,

Supplier Payment Information for Indiana University has baen edited by: James Kirk (2/25/2020 4:1:
PM).

To review changes click the link below and navigate to payment information section:

Click here to review changes

If these changes are intended, please ignore the email and no further action is required.

Thank You,
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