
Enrolling In the Payment Plan 

Step 1: Log into workday and click on “Finances”  

 

Step 2: Select “make a payment” 

 

 

 



Step 3: Enter “online payment and payment plan” as payment description, and enter payment 

amount. 

*Note: you are not actually making your payment here- this screen is just to confirm your total 

balance* 

 

 

Step 4: You must check the box that says “confirm” and click “okay” again.  

 

 



 

Step 5: When you get to this screen, scroll down until you see “view payment plan options”- click on 

“view payment plan options” 

 

 

 

 



Step 6: A window should pop up on the right side of your screen. It will show your breakdown of 

payments that will be due upon enrollment and during the following months.   

 

 

If you scroll down in the window you can see your total balance broken down into 5 payments and 

captions that say when each payment will be due.  

 

 

 



Step 7: If you decide you would like to enroll in the payment plan, click “enroll in plan” and sign the 

terms/conditions by checking the box at the bottom and entering your student ID as your e-signature.  

 

 

Next you will enter your information (such as your name, email address, and credit card information) 

to complete the process of enrolling in the payment plan. When you enroll, you will be prompted to 

make a down payment and pay the $35 enrollment fee up front.  

 


