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DEAC – Deacon Electronic Account Center 

Instructions:  System Access and Navigation for Students 
 
 
How to Log In 
Students must log into DEAC through WIN.  Once in WIN click on the ‘Personal’ tab.  
Click on ‘DEAC – Deacon Electronic Account Center’, as shown below.  A new window 
will open. 
 

 
 
 
Navigation Menu 
Throughout the DEAC system the navigation menu will always be available on the left 
hand side of the screen.  Your current location will be highlighted in old gold and 
underlined.  Each of the menu options will be discussed in depth in the coming sections. 
 

 
 
To move to a different menu option simply click on it. 
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Message Board 
 
You will be welcomed each time you log in with the DEAC Message Board.  Student 
Financial Services will post relevant information here pertaining to student accounts.  Be 
sure to read the message board for the most up-to-date information and instructions. 
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Payment Profiles 
 
Users have the ability to store payment information.  This will save you time from having 
to re-enter Deacon OneCard or banking information each time you make a payment. 
 

 
To add a new Payment Profile, click either ‘Add Deacon OneCard Profile’ or ‘Add 
eCheck Profile.’ 
 
Adding a Deacon OneCard Profile: 
• Give your profile a name.  This name will allow you to easily recognize the account 

(e.g. ‘My Deacon OneCard’).  You can have up to twenty characters in the name 
(punctuation, such as an apostrophe, is not allowed). 

• Enter your name in the ‘Cardholder’s Name’.   
• In the ‘Deacon OneCard Number’ field, enter your eight (8) digit student ID number.  

Do not enter the last digit found on your ID card. 
• Enter your anticipated Graduation Date.   
 

 
Press Add to confirm your changes. 
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Adding an eCheck Profile: 
• Give your profile a name.  This name will allow you to easily recognize the account 

(e.g. ‘My checking account’).  You can have up to twenty characters in the name 
(punctuation, such as an apostrophe, is not allowed). 

• Enter your account information.  The ‘Holder’s Name’ should be the name on the 
bank account.  Enter the routing (United States or Canadian banks only) and 
account numbers exactly how they appear your checking or savings account.  Click 
on the ? for an explanation on where to find the routing and account numbers on 
your paper check. 

• The address and contact information should be the account holder’s information.  
 

 
Press Add to confirm your changes. 
 
Viewing all of your Payment Profiles 
After entering each profile, the Payment Profiles screen will update and list each profile 
you have stored.   
 

 
You may edit or delete each profile whenever it is necessary by clicking on the 
associated icon. 
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Authorized Payers 
 
Students have the ability to grant access in DEAC for parents and authorized users to 
view monthly statements and current account activity and pay on the student's behalf.  
Students can have up to five (5) authorized payers. 
 

 
Click Add New. 
 
The ‘Add Authorized Payer’ screen contains several items to be populated: 
• Enter the name of the person you are authorizing to access your account 
• Enter the login name.  It must be a unique name. 
• Enter a password for the authorized payer.   
 
Note that the Password and Login Name must be at least six (6) characters long and 
can only use letters and digits.  
 

 
It is the student’s responsibility to communicate the login information to the Authorized 
Payer. 
 



 6

Viewing all of your Authorized Payers 
After entering each authorized payers, the Payment Profiles screen will update and list 
each user that you have granted DEAC access to.   
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User Preferences 
 
The User Preferences screen is user configurable.  You have the option to receive 
email notifications whenever an event occurs on your account, such as a new monthly 
bill is posted or payment is made. 
 

 
DEAC will default your Wake Forest email address into the ‘Primary’ email address.  If 
you would like your email to go to an additional email address, populate the ‘Secondary’ 
email address field.   
 
Note:  If you plan to set up an Authorized Payer (typically a parent) you should not set 
that person up as the secondary email address.  The Authorized Payer will be able to 
configure their own email preferences under their login. 
 
Select any email notifications that you would like to receive.   
 
You can decide whether or not to receive a paper bill in the mail.  Within DEAC you are 
able to view and save the prior twelve (12) monthly billing statements.  WFU 
encourages you to uncheck the ‘Send me a paper bill’. 
 
Press Save to make confirm your changes. 
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View Accounts 
 
The ‘View Accounts’ screen defaults to show your up-to-date student account activity 
since your last monthly statement.  This information is updated nightly. 
 

 
To look at your current monthly statement, prior statements or make a payment, use the 
drop down box. 
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Current Statement 
 
The ‘Current Statement’ screen shows your most recent monthly statement.  The first 
table shows what is currently due; the second table shows anticipated future activity.  
To see a PDF version of your paper bill, click on ‘Printable Statement.’ 
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Statement History 
 
The ‘Statement History’ screen shows a listing of your previous twelve (12) monthly 
statements.  To view the detail of a particular statement, click on the magnifying glass in 
the ‘Detail’ column.   
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Make Payment 
 
Users can use DEAC to pay their University bills.  You can pay your student accounts, 
recharge your Deacon OneCard or pay automobile registration fees. 
 

 
Indicate the amount that you want to pay in the ‘Payment Amount’ fields.  If you do not 
want to pay a particular charge just leave the field blank. 
 
Once you have entered the appropriate amounts, choose the payment profile from the 
drop down box.  You can choose a profile that you have already set up (e.g. ‘My 
Deacon OneCard’) or if you want to do a one-time payment choose either ‘-- Deacon 
OneCard --‘ or ‘-- eCheck --’.  
 
Deacon OneCard Recharges may only be paid by selecting eCheck as your payment 
method. 
 

 
Click Pay. 
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Payment History 
 
The ‘Payment History’ screen will show all the payments that have been made toward 
your account. 
 

 
For details about a particular transaction, click on the magnifying glass icon under the 
‘Detail’ column. 
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Contact Information 
 
If you experience any technical issues within the DEAC system or have questions 
regarding the information contained within it, please contact Student Financial Services: 
 
Telephone: (336) 758-5234 
Email:  fas-ar@wfu.edu 
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