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1.0 Logging in:

To login to MyCoyote Self-Service web site: 
1. Type your MyCoyote Identification in the Coyote ID text box

2. Type your Password in the Password text box

3. Select the Sign In buttone of m
Image of MyCoyote log in site showing class coyote ID text box and password text box
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Need Help?
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2.0 Navigating to Student Center Self-Service and Student’s Self-Service Overview:


To navigate to the MyCoyote Student Center Self-Service web site, select the Student Center link after logging into MyCoyote.
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Need help registering? Call the Registration Help Desk. 909-537-7671.
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Inside the Student Center web site there are three sections:
1. Academics section
2. Finances section

3. Personal Information section 
Image of MyCoyote student self-service link showing academic, finances, and personal information section
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3.0 Navigating to Enroll In Direct Deposit:
To navigate to the Enroll In Direct Deposit page, select the Enroll In Direct Deposit link In the Finances section.age of MyCoyote student self service link showing finance section with enroll in direct deposit link
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The Enroll in Direct Deposit page appears.
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Megan Johnson

Account Type: 19 checking

Savings

\What sre my Reuting and Account iumbers?

Routing Number:

Account Number.

Confirm Account Number: |

Terms and Con

1 heraby authorize, in accordance vith the rules and ragulations of the National Automated Clearinghouse.
Association ("NACHA"), California State University San Bernardino to credit any reimbursements dus to me
via automated clearinghouss slectronic fund transfer ("ACH) to the bank and bank account ovned by me
refaranced sbove. Further, 1 hereby suthorize CSUSE to vithdraw funds from the above referenced bank
Sccount ovned by me via ACH dabit. Such dabits are suthorized nly to parform legitimate and
Sppropriate financial transactions batween ma and the CSU campus including but not limited to retrisval
of raimbursemaent overpayments. This authorization will remain in effect untl the student vithdravs from
diract deposit or the bank rajects the transaction. A new authorization must be complated If I change my
bank account, closa my bank account or changs financial institutions.

1f my student account becomes delinquent, T understand that it may be subject to collaction costs and
sttorney fees, or if applicable a 10% per annum intarest rata in accordance with CA State Civil Coda no.
5285 when extarnal collaction activity bacomes necessary to collact this debt.

Note: I undarstand that CSUSE requires one business day to sst up this initial authorization and two.
business days for funds to bacoms available folloving an ACH slecironic funds transfer.

[[] 1 acknowedge that 1 have read and agres to the above Terms and Conditions.

==

e O




4.0 Filling out the form to Enroll in Direct Deposit:
1. On the Enroll In Direct Deposit page fill the form by following steps a through f below.
a. Select the type of account you have – checking or savings

b.  Enter your bank routing number – this is the 9 digit number that identifies your bank. It is located at the bottom left corner of your check (see example below the enroll in the direct deposit image)
Note: If you need help in finding your Routing and the Account numbers Select the “What are my routing and account numbers?” link for a check example: 
c. Enter your account number.  It is located at the bottom center of your check (see example below the enroll in the direct deposit image)
Image of MyCoyote student self service link showing enroll in direct deposit page with routing number box, account type check button, and account number box
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Example: You can find the routing number and account number at the bottom of the check.

Image of MyCoyote student self service link showing how to identify your routing and account number example check
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d. Confirm by re-entering your account number.
e. Read and Agree to the Terms and Conditions by checking the box.
f. Select Submit button
Image of MyCoyote student self service link showing enroll in direct deposit page with confirm account number box
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2. Once you select Submit, it will bring you to a Confirmation Page:

Double check that your account type, bank routing number, and account number are correct
Image of MyCoyote student self service link showing direct deposit confirmation page 
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Confirm you are enrolling in Diract Deposit vith the folloving account information:

Account Type: Checking
Routing Number 123856785
AccountNumber: 345678312

o] _cancel




3. If the account type, bank routing number and account number are correct, select the Ok button.  If the account type, bank routing number, or account number is incorrect, select the Cancel button and you will be returned to the Enroll in Direct Deposit screen.
Image of MyCoyote student self service link showing enroll in direct deposit page with ok and cancel button
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Confirm you are enrolling in Diract Deposit vith the folloving account information:

Account Type: Checking
Routing Number 123856785
AccountNumber: 345678312

o] _cancel




4. When you select the Ok button, you will get a final Direct Deposit Confirmation page: 

This screen confirms you have completed the enrollment to Direct Deposit
Image of MyCoyote student self service link showing direct deposit confirmation page
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Congratulations you are now enrolled in Diract Deposit vith the folloving account information

Account Type: Checking
Routing Number 123456789
AccountNumber: 345678312

Looc! | _ Cancel |




5. Select the Ok button. You have successfully completed the direct deposit enrollment process! Your direct deposit account will be set up 24 – 48 hours from your initial enrollment date. Any refund or financial aid that is disbursed will automatically post to your designated direct deposit account approximately 24 – 48 hours after your bank receives the funds.  This varies by bank and you should check your bank account to ensure the deposit has taken place.  
Image of MyCoyote student self service link showing direct deposit confirmation page with ok button
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Congratulations you are now enrolled in Diract Deposit vith the folloving account information

Account Type: Checking
Routing Number 123456789
AccountNumber: 345678312

Looc! | _ Cancel |




5.0 Updating Direct Deposit Information and Invalid Account Messages:
1. If changes need to be made to the account type, routing number or account number, you can simply go back to Self Service and then select Student Center to start the Enroll in Direct Deposit process.

Note: You do not need to withdraw from direct deposit to update new account information. 

2. If you receive the following message, the direct deposit account has been inactivated. This may have occurred due to incorrect account information and the bank has rejected the transaction, sending the funds back to the University. You will need to update or correct your account information on the Enroll in Direct Deposit screen in Self Service. This will automatically reactivate the account.
Image of MyCoyote student self service link showing direct deposit confirmation page with invalid account information message 
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6.0 Withdrawing from the Direct Deposit:
1. If you are currently enrolled in direct deposit and want to cancel, go to the Enroll in Direct Deposit screen and select the “withdraw from direct deposit” button.

Note: Do not select the terms and conditions acknowledgement box. 
ote student self service link showing enroll in direct deposit page with withdraw from direct deposit button 
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2. The system will then display a Withdrawal confirmation.  Select the Ok button if you wish to proceed with the cancellation. 
Image of MyCoyote student self service link showing direct deposit confirmation page with Ok butt
[image: image16.jpg]Direct Deposit Confirmation

Confirm you are vithdraving from Direct Deposit vith the folloving account information

Account Type: Checking
Routing Number 123456785
AccountNumber: 345678312

_ Cancel |





3. A successfully withdrawn confirmation message will appear.  Select the Ok button.  
Image of MyCoyote student self service link showing direct deposit confirmation page with ok button
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You have successfully vithdravn from Direct Deposit.




 
4. After selecting the Ok button, the system will take you back to the Student Center.  If you go back to the Enroll in Direct Deposit page, there should not be any account information. Any future refund or financial aid that is disbursed will be sent to the mailing address on record. Please verify your current ‘mail’ address is correct on your Self Service, Campus Personal Information link. 
7.0 Contact Information for Direct Deposit:
1. General questions in regards to Direct Deposit please call the Student Account Office at (909) 537-5162
2. Specific questions in regards to Direct Deposit issues or refunds please call Eva at (909) 537-7426
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