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Accessing your Student's payment and Financial Aid information
Here’s how to access Workday to pay a bill and/or view financial aid information.

STEP 1

After logging in to Workday, select the Finances for Third Party icon. 

HOW TO ACCESS YOUR STUDENT'S ACCOUNT

Please note: you will not have access to your Student's account until they complete . See the 

Setting Up Payment and Refund Elections job aid for step-by-step instructions.

STEP 2

From menu options in the Finances for Third Party section, select Make a Payment.

IMPORTANT NOTE:  At this time, Workday is unable to process payments from different 

bank accounts in the same day. The system will only look at the bank account that is used 

for the first payment/transaction. Therefore, if you are paying the balance due using 

multiple bank accounts you must make the payments 1-2 business days apart.  We 

apologize for this inconvenience an hope to have it resolved in the near future.
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STEP 3

In the Make a Payment as Third party screen:

• The Student and Institution fields will automatically populate.

• Click OK.

STEP 4

In the Make a Payment as Third Party screen, complete the fields as follows:

1. Payment Description: Select eCheck Payment.

2. Payment Type: Select Direct Debit.

3. Confirm the Payment Amount.

4. Click OK.

STEP 5

On the Next Make a Payment screen, follow these steps:

• Review bank name and last 4 digits of the bank account number. If this is not the correct 

account, edit information in the Set Up Payment Elections screen.

• Check the box to Confirm.

• Click OK.
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STEP 6

The Student Payment Receipt screen will appear. Print this screen for your records and click 

Done.

STEP 7

To verify that the payment has been posted to your account, go back to the Workday 

homepage, select the Finances Third Party icon, and View Account Activity.
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HOW TO MAKE A CREDIT CARD PAYMENT

Note: A 2.85% convenience fee is added to domestic credit card payments and a 4.25% fee is 

added to international credit card payments. The minimum service fee for card transactions 

over $20 and less than $106 will be $3.

STEP 1

After logging in to Workday, select the Finances for Third Party icon. 

STEP 2

From menu options in the Finances for Third Party section, select Make a Payment. 

STEP 3

In the first Make a Payment as Third Party screen:

• The Student and Institution fields will automatically populate.

• Click OK.
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STEP 4

On the next Make a Payment as Third Party screen, complete the following fields:

• Payment Description: Select Credit Card Payment.

• Payment Type: Credit Card.

• Confirm Payment Amount.

• Click OK.

STEP 5

This will bring you to another Make a Payment as Third Party screen.

• Check the box to Confirm.

• Click OK.

STEP 6

Confirm your Payment Method as Credit Card and click Continue Checkout.
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STEP 7

Provide your credit card information, including your billing address. Then click Continue 

Checkout.

STEP 8

The next page will display the associated payment service charge. If you wish to proceed, 

click Continue Checkout. You can also choose to Cancel My Transaction if you prefer.
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STEP 9

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.
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