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Enrollment Process for ACH 
A Direct deposit form is required when a payee would to enroll in electronic payments.  A 
Disbursement Request (DR) form is required to complete the transaction.   

Send us a request at asipayables@cpp.edu and provide the information below for the payee so 
we can send them a copy of the form via Adobe Sign. Processing time can take 5-7 business 
days.    

1. Payee first and last name 
2. Payee e-mail address. 

 

Required Information for Vendor Direct Deposit Form 

The vendor will receive an email notification from Adobe Sign to fill out and complete the form. 
First, click on “Review and Sign” to access the form.   
 

1. Type of Action:   
a. New: Payee is applying for direct payment for first time  
b. Change: change in banking information, name, etc. for a form that is currently 

active 
c. Cancellation: canceling a form that is currently active 

 
2. Payee Information: 

a. Enter full name and address. 
 

3. ACH Information   
a. Type of Account:  select which account you want the funds to be deposited.  
b. Enter Bank name and routing number/account number.  

Note: contact your bank if you do not have this information 
4. Authorization  

a. Review the information you have entered. If everything is accurately filled to the 
best of your knowledge, please, select the box “I certify all information entered 
is correct”. 

b. Read the “Terms and Conditions” page and electronically sign the form. 
Notification will be automatically emailed to Financial Services. 
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