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Biller Direct

Biller Direct

Biller Direct consists of five sub-tabs through which students access the tab’s various functions. Access
to the Biller Direct tab is automatically provided to all students. The sub-tabs allow for students to make
a payment, sign-up for direct deposit, check for account holds, or access 1098-T forms. Selecting the
sub-tab, left navigational pane, or link in the middle of the page will take you to the same location that is

determined by the title which is selected.

1. Loginto myNKU.
Select the Biller Direct tab.
3. Select either the appropriate sub-tab, title from the left navigational pane, or link in the middle

of the page for the desired process.

NCU

4Back Forward b History Favorites View Help

Student Self-Servicg Biller Direct Employee Self-Service SAP GUI Universal Worklist Academic Advising Student Administration Financial Aid Business Explorer

Overview  Pay Your Bil anage Bank Accounts | Holds On Account  Register Authorized Payers  IRS Form 1098-T Su b_ta bs

Biller Direct > Overview > Overview

Overview

Overview
« Pay Your Bil
- WS E AR @1  Pay Your Bill Register Authorized Payers
* Holds On Account 100 0) Pay your bill. View unpaid charges. Download current and prior semester bills. @ Do your parents or friend assist in paying your tuition? Sign them to pay on your account
=/ Pay vour bil Redister Authorized Payers
* Register Authorized Payers
+ RS Form 1096-T ‘ | ” Manage Bank Accounts = IRS Form 1098-T
J @ Bxpecting a Refund? Sign-up for Direct Deposit. Already have an account setup, Download IRS From 1098-T.
L et Gl update bank information here. View IRS Form 1098-T

Manage Bank Accounts

~ 1~ Holds On Account Links in the

-\ | Check your account for any holds. H
f Holds On Account m |dd|e Of the
Left
page.
navigational
pane
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Overview
The Overview area provides links to access the other five areas, as well as important information from

Student Account Services in the form of announcements. The announcements are updated throughout
the year and appear towards the bottom of the page under the heading Announcements.

‘Hudent Seif-Service Buller Direct. Empioyes Seil-Service SAP GU Universal Worklst Academic Advising Student Administrabion Financial Aid Business Explorar
Overview  Pay Your Bil  Manage Bank Accounts  Mokls On Account  Register Authorieed Payers | IHS Form 1098
Ovenvew > Owerview
Overview
._9331 Pay Your Bill ~ Register Authorized Payers
105 280 Pay your DIk View unpakl charges. Download curment and prior semester bils Do your parents oF iriend asstst in paying your kion? Sign hem 10 pay on your account
Py yous il Erdister Ahorged Payers

Manage Bank Accounts (= IRS Form 1098-T

) Bxpecting 3 Refund? Sign-up for Direct Deposit. Already have an account setup, | " Downicad IRS From 1098-T

= update bank informetion here ew RS Form 1090.T
Manage Bank Accaunts

i . Holds On Account
Check your Aceour! o any hokds
okl Cn Account

Announcements

« Fall semester invoices will be available to view by July 18th. The first payment for Fall

tuition is due by August 18th.
« Reminder: In order to reg for Fall your must be below $100.
« NKU email is the official means of all camp ication. Are you checking your NKU email regularly?
» The myMELU system is designed to perform and operate best with the following browsers:
o Mucrosoft intermet Explorer 7. 8 for Windews XP. Vists, and 7
o Mozl Firefox 3.6.x (3.6.24 ks recommended) for Windows XP, Vists, 7 and MacOS
o Limited Support for Saferi 5.0 for Mac OS 10.5 and 10.6
o myNKU s mod clmently compatible wih Google Chvome

Pay Your Bill

The Pay Your Bill area allows you to view the balance due, download a detailed PDF version of your
account statement, and make a payment to the account using electronic check or credit/debit card.

Pay Your Bill

Bl Bl BN B il B M © B e of B P BRR/ Student ID: 10 (|

Account Statement

Balance Due: $ 80.00 (* Pay Balance in Full
[ Partial Payment

ool HPAYBILL NOow

Current Unpaid Items:
Date Description

06/16/2014 Summer 2013-2014 Graduation Fee - Grad

Download Account Statements

Academic Periods: [2013-2014 Summer |+ | il DOWNLOAD
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Download Account Statement

To view current and past account statements, select the desired academic period from the drop down
arrow and click Download. Please note that the current academic period is the default, use the scrollbar
on the right to select a previous semester.

Download Account Statements

Academic Periods: [2013-2014 Summer |~ | DOWNLOAD ’
~—

2014-2015 Spring ~ ~
2014-2015 Winter | 44—
2014-2015 Fall -
2013-2014 Summer
201 somg [N
2013-2014 Winter
2013-2014 Fall
2012-2013 Summer

A pdf. document will display the account details for the selected semester. A floating toolbar becomes
available by hovering the mouse over the document in order to save or print the statement. Click OK to
close the statement and return to the Pay Your Bill area.

Account Statement

Stadent Account Services tudent Account Ingui
U Num Drive 4CZ35 B quiry

Highland Heights K'Y 41099

NORTHERN

1\:|' NTUCKY B833-572-5204

Date: 07/17:2014
- o Studend ID+ 100 |
-
Daie Term Description o P

gi;GM Thition & Mandatary LB5400

02072014 Spring 2013-2014  5aff Toition Waiver 181800
02072014 Sprng 2013-2014  5iaff Fee Waiver 3600
012272014 Spung 2013-2014  Siaff Fee Waiver 7200
01522/2014  Spung 2013-2014  §iaff Twition Waiver 3,636.00-

370800 370800

12013 Spung 2013-2014

Floating

toolbar
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Make a Payment

Full Payment:

e Select the Pay Balance in Full radial button.
e Click Pay Bill Now.

Account Statement

Balance Due: $ 80.00

" Partial Payment 0.08 PAY BILL NOW

Partial Payment:
e Select the Partial Payment radial button.
e Enter the dollar amount you wish to pay.
e Click Pay Bill Now.

Account Statement

Balance Due: $ 80.00 " Pay Balance in Full
 Partial Payment < 40.00] MPAYBILL NOD

The following steps are the same if paying the balance in full or making a partial payment.

A Payments window will open, displaying the amount being paid in the top left corner.
e If there is an existing E-Check account on file, select the Existing E-Check tab.
e To create a new E-Check Account, select the New E-Check Account tab.
o T ith di d, sel he Credit Card tab

Select Your Payment Method

&  Existing E-Check New E-Check Account | Credit ch
—
—ill

— e

Select Review Confirmation

Select Bank Account

E No Entries Found.
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Existing E-Check

If an E-Check account is already on file, select the bank account and click review. The details for the E-
Check account; Nickname, Name on Bank Account, Bank Routing Number, and Bank Account Number
will display. If this information is accurate and payment should be made with the selected account,
select Process Payment. A confirmation message will display that the payment was completed.

—> 1 2 3 m
Select Review Confirmation

« Payment has been completed successfully.

E] A receipt has been emailed to your NKU email account.

Confirmation number : E

For detailed instructions on how to submit a payment from an existing E-Check account, please visit the
Student Account Services FAQ area:
http://studentaccountservices.nku.edu/content/dam/Bursar/docs/Payments%20by%20Web%20%28exi
sting%20e-check%29.pdf

New E-Check

Completing the New E-Check Account form will require the routing number and checking account
number from your bank. This information is located on the check itself or you may contact your local
bank for assistance. There is no fee associated with setting up an E-Check account or making payments
from an E-Check account. For detailed instruction on completing the E-Check form, please visit the
Student Account Services FAQ area:
http://studentaccountservices.nku.edu/content/dam/Bursar/docs/Payments%20by%20Web%20%28ne
w%20e-check%20account%29.pdf

Select Your Payment Method

Existing E-Check New E-Check Account Credit Card

11 2 3 o
Edit Review Confirmation

Bank Account Details
Checking Account Nickname : * @
Name on Checking Account : *
Bank Routing Number : *
Checking Account Number : *
Confirm Checking Account Number : *

Mark Checking Account for Refunding : |

Indicates Required Field.

How to | ocate Account Information

07/30/20014 ©2014 Office of Information Technology 8
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Biller Direct

Credit Card
Credit card payments are accepted online only. American Express, MasterCard, Visa, and Discover credit

cards payments are accepted. There is a 2.5% service free for all credit card payments, regardless of
payment amount, which is added into the total payment. For detailed instruction on paying by Credit
Card, please visit the Student Account Services FAQ area:

http://studentaccountservices.nku.edu/content/dam/Bursar/docs/Payments%20by%20web%20%28CC
%29.pdf

s LEa B Efoiodl I I [ i Gl (00 BB Gall} / Student ID: 100

Amount to Pay Service Charge Total Payment NQL
$ 40.00 * $1.00 = $ 41.00
Select Your Payment Method

Existing E-Check New E-Check Account Credit Card

»— 2 3 =
Edit Review Confirmation

Service Charge

A 2.5% service charge will be applied to your credit/debit card upon
payment completion.

Credit Card Details:

Card Holder Name

m

Credit Card Type American Express ~

Credit Card Number

Exp Date /

Cvv

Where do I find my CWW?
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Manage Bank Accounts

This area is specifically used for payments and to set-up accounts for direct deposit refunding. Direct
deposit is NKU’s preferred method of issuing refunds to students. All refunds will be issued via direct
deposit, so anyone expecting financial aid disbursements or other refunds must have a checking account
on file in myNKU. If there is not an account on file, click Add Checking Account, enter the required
information and click Review.

Mol

Ell i e e mn e g e e me wm Student 1D:10 0/ |

— 1 2—pp
Edit Review
Bank Account Details
Checking Account Nickname : * | | @

Name on Checking Account : * |

Bank Routing Number : * |:|
Checking Account Number : * |:|
Confirm Checking Account Number : * |:|

Mark Checking Account for Refunding : | ]

* Indicates Required Field.

How to | ocated Account Information

Holds on Account

This tab provides information about any holds on your student account related to payments due.

If there is a hold, the hold type, status, grouping, and start date will be displayed.
Holds On Account

Do | have any holds on my account? @00

Print Version Export

Hold Type Hold Status  Hold Grouping Start Date
SA Balance under $100 Active Student Account Services Hold  06/17/2014 D]

If there are not any holds, the information will be blank.
Holds On Account

Do | have any holds on my account? COE
Print Version Export 4

Held Type Held Status  Heold Grouping  Start Date
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Register Authorized Payers

Provides access to enter and edit information related to users a student wishes to allow to make
payments on their behalf. Students must authorize these additional users by adding them according to
the instructions below, and have the ability to change or remove them at any time.

Add a New Authorized User
To begin the process of adding a new authorized user, click the Add a new Authorized User button,
complete all fields, then click Save and Close.
e [f the student would like the new authorized user to have access during a set time period, be
sure to add a true date for the Validity End Date field.
0 For example, if this student would like Nellie Norse to only have access during the fall
semester, the end date would be sometime around mid-December.

Payee Maintenance E m

Add New Authorized User

First Name: |Nellie |

Last Name: |Morse |

E-Mail Address: |norsen@nku.edu 7]

Verify E-mail Address: | norsen@nku.edu |
Validity Start Date: |07/23/2014
i)

Validity End Date: |12/15/2014 .

Confirm Password
Password must be a minimum of 6 characters and 1 must be numeric.

PESS bEapaximum of 10 characters.
Save and Close Cancel

That user will then be displayed in the Authorized User Maintenance area, and a confirmation message

will display that the user was added successfully.
Authorized User Maintenance

[ Add a new Authorized User | | Edit Name/Email | [ Change Password | [ Expire/Extend Authorized User

|| Display Active Users Qnly

Authorized User List
First name Last name Validity Start Date validity End Date
| Nellie Norse 07/23/2014 12/15/2014

Add User Successful

07/30/20014 ©2014 Office of Information Technology 11
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Edit Name/Email

If the authorized user has a name change or updates the email address, click Edit Name/Email, update
the information and click Save and Close.

: e ol x]
F
Edit Name/Email S
First Name: | Nellie |
Last Name: |Norse |
E-Mail Address: |norsen1@nku.edu 9

Verify E-mail Address: |norseni@nku.edu | L
| Save and Close | | Cancel | |E|

<] [»]
[OK]

A confirmation message will display that the update was successful.

Edit Name/Email Successful

Change Password
If the authorized user forgets the password or the student would like to edit the password, click Change
Password, update the information and click Save and Close

Note: The password must be at least 6 characters long and 1 must be numeric. The password cannot
exceed 10 characters.

Change Password

First Name: Nellie
Last Name: Morse
E-Mail Address: norseni@nku.edu

New Password:

Confirm Password:

Password must be a minimum of 6 characters and 1 must be numeric.
Password can be a maximum of 10 characters.

Save and Close Cancel

A confirmation message will display that the password change was successful.
Change Password Successful

07/30/20014 ©2014 Office of Information Technology 12
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Expire/Extend Authorized User
To end an authorized users access to the student’s account or to extend the access, click Expire/Extend
Authorized User, update the Validity End Date, click Save and Close.

To expire access:

Change the end date to the current date

Expire/Extend Authorized User

First Name: Mellie
Last Name: Morse
E-Mail Address: | norsen1@nku.edu

Validi

alidity End Date

. 07/23/2014

TCaner |

A confirmation message will display.

[¥) Extend/Expire User Successful

To extend access:

Change the end date to a future date.

Expire/Extend Authorized User _I
First Name: Mellie
Last Name: Morse
E-Mail Address: | norsen1@nku.edu

VA lid it

Validity End Date:

Save and Close
< | O]

Confirmation message will display:
(V) Extend/Expire User Successful

07/30/20014 ©2014 Office of Information Technology 13
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IRS Form 1098-T

The previous 3 years will be available for student’s to download. Click the drop down arrow, select the
desired year, then click Submit.

IRS Form 1098-T

Tax Year:

The pdf. document will generate in the same window. To print, click Ctrl+P or use the icons directly

above the document to print or save.
IRS Form 1098-T

Tax Year:

Submit

Beoe >

(1728 G| = @ [ren]-]| = H |

[]_correcten
&? FILERS e, oifoct addrens, Gay, iato ZIF codo, and taoriona ranbar | 1 Payios reoaved or. T GG fa. 1548157+
a ilon 8nd rea
lorthern Kentucky Tniversity Student | sepenss .
[arcount Services E3 20 1 2 Tuition
i et v =
@ lnc235 Nunn Drive 2 A o Statement
Highland Heights EY 41093 ralaied aipansos
$5,054.00 Form 1088-T
iEavEn S umber | 317 this bow & checked, your eduzatona stiicn Copy B
s changed s reporting method for 2012 o For Bluxient
T g
oo
: e year
$0.00 § This is important
& Adusirmeriz 5 P ww tax informaten
RN N . Scholarships or grants b 1 002 incies andis being
far a prior year smounts for 30 scaeric fumished to tha
u porod baginnng Janusa - Intermal Fievenua
$0 00 March 2013 b [ Senice.
Fervice PravidaiRzei Ho. s Tet] Eech Mk st 8 Checked Ta graduate |18 s contact ramb refard
100 het-time studert (] student . . s
Fomm 1098-T Theesp for your records] Department of the Treasury - Inlemal Raverwe Sanvca

Related Links

Related Links is only available in the left navigational pane of the Biller Direct tab.

Student Self-Service Biller Direct

Owenview Pay Y our Bil Manage Bank Ac
Biller Direct

Overview

Pay Your Bil

Manage Bank Accounts

Holds On Account

Register Authorized Payers

IRS Form 1093-T

Related Links
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After clicking Related Links, that area is expanded and provides quick access to individual websites.
+ Related Links

Student Account Services ..
Contact Student Account 5...
Contact Financial Aid

How to Register Authorize...

Important Dates

Tuition Rates

A new pop-up window will display the corresponding website. When you are finished reviewing the
website, click the red ‘X’ at the top right corner to close the pop-up window and return to the Biller
Direct area.

« Pay Your Bil

- Manage Bank Accounts

+ Holds On Account
File Edit View Favaorites Tools Help

- Register Authorized Payers
X comvert v @Select

- IRS Form 1098-T

 Related Links '_L“§ 11 ESG SharePoint J W. Frank Steely Library Ho... @j Vi Ware (INFRA) Google g Qualtrics
PP W W i1 ) e

+ Student Account Services NORTHERN

— DL | STUDENT FINANCIAL ASSISTANCE ges

+ Contact Financial Aid N \ w4 b

- Haw to Register Authorize. Financial Aid / Contact Us /

+ Important Dates Contact Us

Financial Aid Home

+ Tuition Rates

Financial Literacy
Apply for Financial Aid

Financial Aid Programs Location: Visit us in AC 301 on the Plaza Level
Scholarships and Awards

NKU Office of Student Financial Assistance

Mailina Address:

Log Off

When you are finished with your myNKU session, click Log Off to securely end the session. This is
located in the top right corner.

e

Welcome: Eileen Baker

Click Yes to confirm that you wish to log off.

Are you sure you want to log off?

©L
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