
How to direct deposit student refunds, stipends and payroll. 
 

Before you begin have your bank account and routing number, UO ID number, Personal Access Code 
(PAC), Duck ID username and password handy. 

 

Step 1 DuckWeb.uoregon.edu login 

 

 

  



Step 2 Select Student Menu 

 

 

 

Note: If you are a university employee you will also find Direct Deposit under Pay Information on the 
Employee menu. 

 

  



Step 3 Select Direct Deposit 

 

 

  



Step 4 Duck ID Login 

 

 

 

 

Step 5 Click to “Add New” for Employee Reimbursement and Student Refunds 

 

 

 

  

Donald 



Step 6 Enter bank routing and account number (twice), select Account Type, check box to authorize and 
click save. 

 

 

 

 

Done ! 

Your student refunds, stipends and any employee reimbursements will be direct deposited. 

Continue only if you are a university employee and wish to direct deposit your monthly payroll. 

  



Step 7 click “Add New” for Payroll Direct Deposit 

 

 

 

 

Step 8 To use the same bank account for payroll select “Create from existing account information”.  
Otherwise select “Create new” to use a different account. 

 

  

 

Donald 

xxxxx5678 xxxxx1234 



Step 9 Enter Routing and Account (twice), select Account Type, select Amount option, check box to 
authorize, and click save. 

 

 

Notes:  

1. Select “Use Remaining Amount” to deposit your entire monthly pay into one account. 
2. Alternatively, you can deposit specific amounts or percentages of monthly pay to different bank 

accounts.   Each account is assigned a priority number. The last priority account MUST be set to 
“Use Remaining Amount", otherwise you will receive a paper check for the remaining amount. 


