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About 
One of Self-Service’s (Liberty link’s) features is the ability for a user (employee or student) to enter 
banking information in order to receive direct deposit for payroll, or refund/reimbursement, 
distributions. Access is role based and students that are employees will see the ability to enter banking 
information for payroll and refund/reimbursement.  

Process 
Note: Any banking information entered previously will not need to be entered again. This guide is for users 
that have not previously submitted banking information.  

Entering Refund/Reimbursement Banking Information 
1- Login to Libertylink https://libertylink.hccc.edu 

 
 

 
 
 
 

https://libertylink.hccc.edu/Student
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2- Once logged in, click on the Banking Information tab. The location of the tab may vary.  

 
 

3- Employees will see two headings Payroll Deposits and Refunds, Reimbursements & Payments.  

 
The users that are students only, will see one heading Refunds, Reimbursements & Payments.  

 
Any banking information previously submitted to Payroll or Accounts Payable will appear under the 
appropriate heading. 
 

4- To enter new banking information, click on “+ Add an Account”. 
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5- Slide the toggle button to “Activate”. 

 
After the toggle is set to “Activate”, click Next. 

 
 

6- A pop up will appear to enter the account information. Enter the banking information in the fields. 
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The routing number will be verified by the Federal Reserve Banks' E-Payments Routing 
Directory. The Bank Account Number cannot be verified, except by the user. Be sure to confirm the 
account number is correct.  
 
NOTE: For security purposes the Bank Account Number will not be visible when entered. 

 
7- After entering the required information, there are terms and conditions which the user must agree 

to. After clicking “I agree…” click submit. 

 
 

8- After clicking submit the account will appear under Active Accounts as “Not Verified”. This does 
not indicate any issues. The account is verified through a process conducted by the Accounts 
Payable Office. 

 

THIS IS NOT AN ERROR 
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If a student is also an employee and has previously entered banking information, here is one error that 
has been encountered when entering banking information for Refund/Reimbursement – 
 
The Payroll Account needs to be turned OFF when adding the same bank account number to be used for 
AP Reimbursement Account in order to sync the existing EDDP deposit accounts with the same bank 
account and number for Refund, Reimbursement, & Payments. 
This would be done in Self Service by going to the Financial Information and Add a Bank Account. Next 
set the flag for Payroll Deposits to Off.  Once this has been done, the AP Reimbursement Account 
information can be added. 

 
 


