
HOW A STUDENT/PARENT SETS UP ON A PAYMENT PLAN THROUGH WEBADVISOR 

1. Sign into WebAdvisor 

2. Select ‘Make a Payment –TouchNet’ under Financial Information in the left column. 

 

3. The first time you click ‘Make a Payment –TouchNet’ you will then need to ‘Agree’ to authorizing electronic payments.  

(ONE TIME ONLY) 

 

4. If you’ve already Agreed to the electronic authorization you will be on the ‘TouchNet Sign On’ page. 

  

5. To give your parent/guardian access to set up your payment plan please click on the ‘Authorized Users’ tab and then 

click on Add Authorized User.  If you’ve already given access to your parent/guardian through WebAdvisor you will see it 

here as well. 

 

 

Mom Dad momdad@gmail.com 



6. Enter in the authorized user’s email address, answer the question, and click ‘Continue’. 

 

7. Check the ‘I Agree’ box and click ‘Continue’. 

 

8. An email with instructions will be sent directly to the new authorized user. 

 

 

 

 

 

       momdad@gmail.com 

momdad@gmail.com 

 



9. The PARENT then receives two separate emails: 
 

 

 

 

 

 

 

 



10. On the Home page click the ‘Payment Plans’ tab. 

 

11. Click on ‘Enroll Now’. 

 

12. Select the appropriate term and click ‘Select’. 

 

 

 

 

 

 



13. After you select the appropriate term the payment plan details will appear.  You will need to click ‘Continue’. 

      

 

14. The next screen will populate the amount due for your first payment (Down Payment).  To proceed and agree you will 

need to click ‘Display Schedule’. 

 

 

 

 



15. Your payment schedule will appear with the Due Date and Amount Due for each payment.  To proceed you will need to 

decide if you want to automatically have your payments processed.   After you select ‘Yes’ or ‘No’, click on ‘Continue’.   

 A WORD OF CAUTION FOR ‘AUTOMATIC PAYMENTS’ OPTION:  If your financial aid and/or bill changes your payment 

WILL RECALCULATE.  This means the amount withdrawn from your checking or credit/debit card on file may be more or 

less than the original setup amount.  If you DO NOT want the University to have the capability to increase or decrease 

your installment payment amounts DO NOT select ‘Automatic Payments’ when setting up your plan. 

 

 

 

 

 

 

 

 

 

 

 

 

$  
 



16. Next you will need to choose your payment method and click on ‘Select’.  If you choose ‘No’ this is what you will see: 

 

If you choose ‘Yes’ this is what you will see: 

A WORD OF CAUTION FOR ‘AUTOMATIC PAYMENTS’ OPTION:  If your financial aid and/or bill changes your payment 

WILL RECALCULATE.  This means the amount withdrawn from your checking or credit/debit card on file may be more or 

less than the original setup amount.  If you DO NOT want the University to have the capability to increase or decrease 

your installment payment amounts DO NOT select ‘Automatic Payments’ when setting up your plan. 

 



17.  Your plan agreement will then appear. 

 

 

 

 

 

 

 

 

John Joseph Smith 



18. After you click ‘Agree’ and ‘Continue’ you will be forwarded to PayPath to input your card information.  Click ‘Continue’ 

again. 

 

19. Click ‘Continue’ Again. 

 

 

 

 

 

0123456 



20.  Enter your payment information and click  

 

21. Check the ‘I Agree’ box and click on ‘Submit Payment’. 

 

22.  You will then receive a confirmation and you are successfully signed up for the payment plan. 


