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ABOUT THE GUIDE

This guide will describe the implementation of Zelle 
as a payment type for Accounts Payable 
disbursements.  

It will provide an overview of what has changed, the 
change rationale and the change benefits.

This guide includes the slides and notes from 
Information Sessions held in April 2021. 
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ZELLE IMPLEMENTATION: CHANGE RATIONALE & OVERVIEW

CHANGE RATIONALE
Zelle has been implemented in response to departments’ request to Accounts 
Payable for the ability to pay students as suppliers electronically … without the 
need to gather sensitive bank information. 
Zelle has been added as an additional payment type for all Accounts Payable 
disbursements to students set up as suppliers.

This change does not replace the payments and reimbursements to students 
issued through payroll, GSPS, Banner, or expense reimbursements. These 
processes remain in place and should be utilized as they are today. Zelle cannot 
be used as a payment type for those processes. The Accounts Payable processes 
impacted by this change are Supplier Invoice Request and PandA.

CHANGE OVERVIEW
Zelle has been added as a new payment type and as the primary payment type for 
Accounts Payable disbursements to students set up as suppliers. Moving away 
from Checks and ACH payments will result in faster payments.
Zelle, our digital disbursement technology application, has been added as an 
acceptable payment type when you set up your supplier through PandA. 

NOTE
Zelle is only being implemented for payments issued by Accounts Payable. Student 
Employment payments or reimbursement processes remain unchanged.

BENEFITS
One of the most significant benefits to using Zelle is that payments will be 
disbursed using the student’s Yale email address, eliminating the need to collect 
sensitive banking information. No longer will departments need to ask or require 
students to give us their bank information. 
Finally, no more lost checks. The time spent tracking lost checks after students 
report they have not received the payment is, effectively, eliminated. Issuing 
payments will no longer rely on us having the student’s mailing address.
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WHAT IS ZELLE?

Accounts Payable has chosen Zelle as its digital disbursement technology. Zelle is similar to other applications, such as Venmo, or cash app, or 
PayPal. The key differentiator, and the reason AP has chosen Zelle, is that Zelle is tightly integrated with US banks. At last count, Zelle has been 
integrated with approximately 85% of existing banks  - which is a significant benefit in comparison to the other digital disbursement apps. 
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ZELLE BEST PRACTICES

Zelle will now be the primary payment type for Accounts Payable 
disbursements to students set up as suppliers. To participate in this 
program, students will need a US based bank checking account and must 
enroll in Zelle using their Yale email address. 
It is recommended that departments ask students to pre-enroll prior to 
getting their first payment. If the student is pre- enrolled, the money will 
go directly into their account without the students needing to take any 
action. 
When possible, Business Offices should check with students to make sure 
they have a US based bank checking account and are willing to participate.  
When in doubt, select Check to avoid delays in paying the student. 
If Zelle has been selected, then it is discovered the student does not have 
a US bank account, request the cancellation of the payment and to re-
issue it in another form. If a student does not accept the payment within 
14 days of notification, then Accounts Payable will automatically cancel 
the payment and will then reach out to the departments to determine 
why students did not accept the payment.

With Zelle, payments are issued within minutes of Accounts Payable 
processing the payment, so it is important to keep the following in mind: 

• Carefully set the payment date. If you intend to present the prize or award 
for commencement, be sure to set a future date. The student will receive 
the money based on the date you set. If you leave the Payment Date blank, 
the payment will be issued the next time Accounts Payable runs the daily 
Zelle payments. 

• Payment dates can be set up to 60 days from the submission date. The 60 
days has been locked down so that people do not inadvertently add a date 
for the following year.  

• Pay very close attention to your file submissions to avoid issuing duplicate 
payments. Payments are issued within minutes of AP running Zelle 
payments. Depending on timing, you could actually set up a supplier, 
request the payment and send the student a payment in under an hour. If 
they are pre-enrolled in Zelle, there is no way to pull that money back. You 
would have to request they reimburse the University by check. 
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ZELLE: THINGS TO REMEMBER

Here are some other important things to remember:

1. The transaction limit for student disbursements via Zelle is Fifty Thousand Dollars, maximum. 

2. Any student with a US bank checking account can participate in Zelle payments, even if their bank does not participate. The fact that they have a US bank account will 
allow them to participate in Zelle.

3. In order to use Zelle payment functionality, students must set up their Yale email address with Zelle. This is a fraud protection measure, since it is the only way we can 
verify who that email address belongs to. If a student is already enrolled in Zelle with their personal email, they will be able to add the Yale email address to that account. 
You can have multiple email addresses linked to a single account. 
4. Accounts Payable disbursements may be processed for undergraduate and graduate students, for up to a year after graduation or leaving the University. 

5. Zelle disbursement status can be viewed in Workday. If the payment status is “Reconciled,” it indicates that the bank has acknowledged that they have notified the 
student of the disbursement. It does not verify that the student has enrolled in Zelle and has accepted the disbursement.

6. Students who will receive multiple disbursements or awards will receive separate emails for each of those disbursements. And then each of those disbursements will 
be issued separately into their account. 

7. Finally, when there is an existing supplier record for a student and Zelle is chosen,  a new supplier record will be created for the student. Accounts Payable will, on the 
back-end, inactivate the duplicate record.  
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ZELLE: STUDENT NOTIFICATIONS

From the students’ perspective, they will receive a number of notifications from Zelle or their bank in support of that process.

• If the student is already enrolled in Zelle, when a disbursement is processed for that student, they are going to receive a notification from the bank. Typically, 
that notification will be within minutes of the bank receiving the file. This notes that disbursement is deposited within one to three business days. For the 
heavy use Zelle banks, the funds will become available almost immediately. 

• Students who are currently not enrolled in Zelle are going to be receiving a notification informing them of a disbursement that has been issued to them. They 
will be invited to enroll their Yale email address in the Zelle network in order to accept the funds. And, once they register or click a button on that link to 
register, they will be brought to their bank to complete their enrollment. 

• For those who are new to Zelle, if they do not choose to enroll immediately, they will receive reminder messages. Four days after their initial notification, they 
will receive a reminder that a disbursement is waiting, and they must register. If they do not enroll, they will receive another reminder at 10 days. Both 
reminders inform them that if they do not register within 14 days, the payment will be canceled. If a payment is canceled, Accounts Payable will reach out to 
the departments to contact the student. 
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STUDENT RECIPIENTS NOT ENROLLED IN ZELLE
Notification Sample

This is a sample notification for a student not enrolled in Zelle. 
• The screenshot on the left is an example of the initial notification to the student. 
• In the center of the screen, the message notes the disbursement amount, invoice number and description. 
• The user will select “REGISTER TO ACCEPT PAYMENT.” That will bring the user to the Clear Exchange site. Clear Exchange is part of Zelle, and lists banks from 

all over the country. The student will scroll through the list to select their bank. After selecting their bank, the screen will provide a link that will take them to 
their bank in order to enroll. 

• If someone is reluctant to click on bank links from an email, they have the option of just enrolling through their bank directly. 
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STUDENT RECIPIENTS ENROLLED IN ZELLE
Payment Notification Sample

This is an example of the disbursement notification that would be 
received by someone who is already enrolled in Zelle. 

Once payment has been deposited, the user will receive a 
notification. 

This may be the first disbursement that they received from the 
university with Zelle or they may have just been enrolled through 
that registration process. 

The notification email “From” email address and format will differ 
based on the user’s financial institution.  Messages may differ from 
bank to bank. 

In this case, Wells Fargo notifies the recipient that they have 
received money from Zelle. Other banks may notify the recipient 
that they have received a payment from Yale University. In the 
Wells Fargo example, the notification contains the student name, 
invoice number and description. 
Other banks may not include those details in their notification, but 
if the student logs into their bank account, they will see the detail 
within their banking system. 
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REMINDER MESSAGE
Notification Sample

Finally, this is a sample of one of the reminder notifications. 
This is the notification four days after the initial message.  It is 
informing the person that they have a disbursement waiting and 
will expire if they do not take action within 14 days. They will 
receive a similar notification at 10 days if they do not take action. 
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QUESTIONS
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