Signing Up for Electronic Payment Refunds in Student Self Service

To receive refund payments electronically, students must enter their bank account information into
Student Self Service. This guide describes the steps involved in providing The Cooper Union with your
bank account information along with your consent to receive refund payments electronically.

1. Navigate to https://dtss.cooper.edu/Student and sign into Student Self Service with your
credentials.

@THECOOPER UNION

Sign in

Enter your user name and password to sign in.

‘ ‘ ] ( signin |

2. Click on the Banking Information box highlighted below.

THE COOPER UNION

TEST Environment

Hello, James. Welcome to Colleague Self-Service!
Choose a category to get started.

© Student Finance Financial Aid

Here you can view your latest statement and make a Here you can access financial aid data, forms, etc.
payment online.

Banking Information
Here you can view and update your banking information.

Student Planning

Here you can search for courses, plan your terms, and
schedule & register your course sections.

7% Graduation Overview
Here you can view and submit a graduation application.
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3. Click on “Add an Account”

@ THE COOPER UNION
TEST Environment

Financial Infol jon Banking Information

Banking Information

Active Accounts

+ Add an Account

Refunds, Reimbursements

& Payments

You have no active refund/reimbursement account. Your entire refund/reimbursement will be paid by paper check. }
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4. Click “Next”

THE COOPER UNION

TEST Environment

ﬁ Financial Information Banking Information
< Back
= Add a Bank Account
=
Bank Account Usage
é

Refund, Reimbursement & on D)
Payment Deposit

Effective Date

Cancel
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5.

Signing Up for Electronic Payment Refunds in Student Self Service

In the pop-up window, enter your bank account information in the appropriate fields. We
recommend you give your account a nickname that will let you easily identify it in the future,

Edit Bank Account Details

-

e.g. “Chase Checking”.

New Account

Atl:count Chase Checking
Nickname

Country of Bank United States

Routing Number

(i

Bank Account
Number{)

Re-enter Bank
Account
Number{)

]

Account Type

Checking

v Terms and Conditions

If you are unsure which string of numbers on your personal check corresponds to your routing
number and which to your account number, you can hover over the light-blue information
bubbles beneath each field name, which will provide you with an illustration.

Edit Bank Account Details

New Account

Account
Nickname

Country of Bank H
8uting Number

U.S. Check Sample

13316744851 14568948011
e

Account = 7
Number{)

N [ N ~

3321

v Terms and Conditions

| hereby authorize The Cooper Union to initiate credit
entries to my account at the financial institution
named above. | also authorize The Cooper Union to

m
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6. Please read the Terms and Conditions text carefully. If you agree with the terms and conditions,
check the box in the lower left corner and review your information one more time before
clicking on the Save button in the lower right corner.

v Terms and Conditions

| hereby authorize The Cooper Union to initiate credit
entries to my account at the financial institution
named above. | also authorize The Cooper Union to
make debit entries or adjustments from this account
in the event that a credit entry is made in error (you
will be notified by the Business Office in the event
that this occurs). | agree this authorization will apply
to all student payments and refunds from The Cooper
Union Office of Student Accounts. This is NOT
applicable for Parent Plus loan refunds payable to a
parent or any work related payment. | am responsible
for entering all information correctly and keeping my
bank account information updated. Further, | agree
not to hold The Cooper Union responsible for any
delay or loss of funds due to the following: 1)
incorrect or incomplete information supplied by me
or by my financial institution; 2) an error on the part
of my financial institution; or 3) during the time until |
submit correct updated banking information. This
agreement is effective on the next refund processing
after completion and will remain in force until The
Cooper Union receives notice of change or
cancellation from me. Any notice of cancellation must
be received by The Cooper Union Five (5) business
days prior to any payment and refund being
processed. By checking the 'l agree' checkbox below, |
understand and approve the authorization or
cancellation as indicated below. The agreement
supersedes all previous Direct Deposit information.
Any direct deposit arrangement may be terminated at
any time by the Cooper Union without prior notice.

| agree to the terms and conditions

[ cancel | [ Back ]m ]
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7. The account you just added will now be available from the Banking Information page, but it will
be flagged as “Not Verified” until Cooper Union’s Student Accounts office has reviewed and
approved your information. Click on an account if you want to edit your information, or click on
the “View All” button to see a listing of all the accounts you have added in Student Self Service.

@THECOOPER UNION

TEST Environment

ﬁ Financial Information Banking Information

Banking Information

D

Active Accounts (e |

¢

[ D]

Refunds, Reimbursements Verification

& Payments

Chase Checking Not Verified
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