
Updating Banking Information – Concur 
Begin by logging into “MyNMU” at mynmu.edu. YOU WILL NEED TO HAVE YOUR 2-FACTOR 
AUTHENTICATION SET UP TO PROCEED ANY FURTHER.  Contact the helpdesk at 906-227-2468 
if you need assistance setting up 2-factor.   

 

• Log in Concur and click on the blue circle icon (upper right-hand corner) 
• Then click Profile Settings 

 

 

• Click on Banking Information 

 

 

 

 

 

 



• Enter/update your banking information  
• Then click Authorize and Save 

 

 

• Additional information on adding or editing your bank information: 

 

United States Bank Account Fields 
Field Description 

Routing Number Enter the bank’s transit or routing number used for Automated 
Clearing House (ACH) or Electronic Funds Transfer (EFT) 
transactions.  U.S. banks are required to have a 9-digit 
routing number; other countries may have different 
standards.  The bank can supply the correct routing number. 

Bank Account 
Number 

Enter the account number as specified on the bank statement. 

Account Type Select Checking or Savings. 
Active Select the account status from the list. 

 

 

 

 



Bank Account Confirmation Process:  

 

Day 0 

• Employee enters new bank account information on the My Profile – Banking 
Information page. 

• Expense Reimbursement prepares the new account information for processing. 
• The account is marked Unconfirmed. 

 

Day 1 

• Account confirmation processing begins. 
• Funding for the account confirmation transaction is granted. 
• The account in marked Confirmed. 
• Approved expense reports for this employee are eligible for reimbursement by Expense 

Reimbursement. 
• Account Confirmation Completed successfully email notification is sent to the employee. 

 

Day 2 

• The account confirmation transaction posts in employee’s bank account. 
 

Day 3-4 

• If the transaction was returned: 
o The banking system will return the account confirmation transaction with a 

specified reason. 
o The account status is marked Returned. 
o An email notification is sent to the employee, informing them that the banking 

system returned the bank account confirmation transaction for the noted specified 
reason and that no electronic payments can be made to the account until the 
information is updated. 

o The return reason appears in the Account History. 
 

You can review the current status and history of your bank account on the “Bank Information” 
page found by selecting Profile > Bank Information. 

 



 

 

The possible options for the “Status” field are: 

 

Status Description 
Confirmation 

Initiated 
The account confirmation transaction has been created but has not 

begun processing.  Processing will begin within one banking 
day. 

Processing 
Confirmation 

The account confirmation transaction has begun processing but has 
not been sent to the banking system for payment.  The 

This shows the status of your current 
account 

This section shows your bank 
account history 



transaction will be sent to the banking system in two banking 
days. 

Confirmed The account is eligible to receive payments. 
Returned The account confirmation transaction has been returned by the 

banking system.  Refer to the Description column of the 
Account History table for the return reason.  The account is no 
longer eligible for payments. 

 

 

 


