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ACCESSING YOUR STUDENT'S BILLING  AND 
FINANCIAL AID INFORMATION
Here’s how to pay a bill and/or view your student’s financial aid information in 
Workday.

STEP 1
After your student provides you with third-party access, you will receive two emails – one with 
a username and another with a password. Click the link in either email to set-up access to 
your student’s account. 

HOW TO ACCESS YOUR STUDENT'S ACCOUNT
Please note: You will not be able to access your student's account until s/he sets you up with 
third party access. To do so, follow the step-by-step instructions in the Providing Access to a 
Third Party job aid.
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STEP 2
When you click the link within the emails, you’ll be taken to the Login Screen. To activate 
your account, follow these steps:
A. Enter your username and default password
B. Change your password
C. Set up email authentication
D. Send verification code
E. Enter verification code
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STEP 3
Success! You can now access your student’s account to view his/her statement and financial 
aid. You can also make a payment by clicking the Finances for Third Party icon and 
selecting Make a Payment.
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STEP 4
To make a payment, simply complete the payment information fields, including your billing 
address. Then click Continue Checkout.

STEP 5
On the next page, you’ll view the associated payment service charge. If you wish to proceed, 
click Continue Checkout—or select Cancel My Transaction if do not.
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STEP 6
Review and confirm your payment information and click Submit Payment.

A receipt for the payment will be sent to the email address you provided. 
Please note: There may be a short delay before payments are posted to your account.


