




Annex 1


Postgraduate Scholarships – Maintenance Payments

Maintenance awards for Session 2011/12 will be paid in quarterly instalments as follows:

Start date 1 September 2011 

1st Instalment on or before 1 September 2011
2nd Instalment on or before 1 December 2011
3rd Instalment on or before 1 March 2012
4th Instalment on or before 1 June 2012
Student Maintenance is usually only paid to students who have fully completed the University registration process and registered their bank details through the Student Portal.  Since the University of Leeds work to strict payment deadlines, it is imperative that you register as early as possible to ensure your money is cleared by the due date.  You will need to complete registration by 4pm on a Monday in order to receive your first maintenance instalment in your Bank Account by the Tuesday of the following week.

It is the policy of the University of Leeds to process all student payments by the Bankers Automated Credit System, commonly known as BACS.  In order to comply with the University of Leeds policy, we require your UK bank account details.  
Using the secure Student Portal

If you have not used ‘The Portal’ before you need to obtain your Portal Username and Password before entering your bank account details:

· From the University of Leeds homepage (http://www.leeds.ac.uk/) select The Portal 
· in Secure Access Login click ‘New students – get your login name and password’
NB: To obtain your secure username and password you will need your Student ID Number.

· Complete the process and logout.  Follow the process for existing students to submit bank account details

Existing Portal Users

· From the University of Leeds homepage (http://www.leeds.ac.uk/) select The Portal 
· in Secure Access Login enter your Username and Password
· click Login
· select the Student Services tab

· in What you can do in Student Services click Log me into Student Services
· select Financial Aid
· select Provide bank details for Financial Support payment
· in Select a term - If entering bank details before 1st August 2011 select 201011



If entering bank details on or after 1st August select 201112
· Click Submit
· Enter your UK bank account details accurately
Note: All UK bank accounts are eight digits and sort codes six digits – look on your bank account statement to retrieve these numbers as some banks do not display the account number on their debit cards.
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