
 

   

 
Hoǁ to create a profile in Neo ;PaǇment ProfileͿ 
 

Open ƚhe profile creaƚion form ǀia ƚhis link ;ǇoƵ need ǇoƵr Aalƚo ID and passǁordͿ͗ 

 https://sharepoint.aalto.fi/sites/Workflow/Students/Lists/Payment%20Profile/NewForm.aspx 

Sƚep ϭ   Accepƚ ƚhe ƚerms and fill in ƚhe reqƵesƚed informaƚion͘ All deƚails are mandaƚorǇ dƵe ƚo 
Finnish ƚaǆaƚion and bookkeeping rƵles͘ 

x accepƚ ƚhe ƚerms and condiƚions  
x coƵnƚrǇ of residence  
x bank informaƚion͗ coƵnƚrǇ and bank accoƵnƚ nƵmber ;in IBAN formaƚͿ  

Click ͟Saǀe͘͟ The sǇsƚem checks ǇoƵr deƚails and ǇoƵ ǁill receiǀe an email ǁiƚh a link ƚo Sƚep Ϯ form͘ 

Sƚep Ϯ   Folloǁ ƚhe link in ƚhe email noƚificaƚion ǇoƵ receiǀed͘ Fill in addiƚional informaƚion͗ 

x all firsƚ names as ǁriƚƚen in ǇoƵr passporƚ  
x name of Aalƚo school 
x address  

Click ͞Saǀe and sƵbmiƚ͘͟  Iƚ ƚakes oǀernighƚ for ƚhe sǇsƚem ƚo creaƚe a NEO profile for ǇoƵ͘  

YoƵr profile ǁill be acƚiǀe Ƶnƚil ƚhe neǆƚ JƵlǇ ϯϭsƚ͘ 
 
 
In case of anǇ ƚechnical problems͕ please conƚacƚ serǀicedeskΛaalƚo͘fi    
If ǇoƵ haǀe need insƚrƵcƚions on hoǁ ƚo Ƶse NEO͕ conƚacƚ neoΛaalƚo͘fi  
 


