
Student Payments in Web 
Advisor

Paying for tuition, fees, housing, 
insurance and other charges to your 

student account.



What do I need to know first

• You will have the option of paying by credit 
card or e-check. 

• Credit card payments will include a 
convenience fee of $35.

• E-checks are free for students.

• Processing occurs at Official Payments secure 
site.



What is a convenience fee?

• Credit card processing is expensive for the 
school.  The fee that is charged helps to defray 
the costs of adding or continuing this 
convenience.   Without this fee, schools  
would not be able to accept credit cards.

• E-Check processing is a very minor fee per 
transaction for the school.  Because of that, no 
fee will be charged to students.



Using E Checks

• An E-check is basically debiting (removing) money from 
your checking account.

• You need to have a checking account

• You will be prompted to enter the routing number and 
account number (you can get the routing number from 
the bank if you don’t have checks, otherwise it is part 
of the micr coding at the bottom of your checks)

• You will also be prompted to enter a check number, but 
this does not need to be a “real” check.  You can make 
up any 4 digit number and enter it, if you don’t have 
checks with your account.



Log into Web Advisor
Select Student Tab 

Select Make a Payment



Select Pay on My Account 
OR

Pay on My Payment Plan



Select Pay on My Account
Enter payment amount

Select payment type (drop down)
Hit SUBMIT

See Slides 
18-21 for 
payment 
plan 
differences



If you select a credit card, the next slides are 
what you will see (go to slide 15 for e checks)

Hit CONTINUE or select
Students Menu to start over 



Going to Secure Official Payments 
Payment Gateway Site

This screen takes a few seconds, so be 
patient.



Enter your credit card type and details

Select the same  card  type as 
you did on the initial screen

Name, address and e-mail will 
come from Web Advisor.  If you 
have an international address, 
put in the state and zip of your 
school as the screen won’t 
accept blanks for those boxes.

Hit CONTINUE



Review, check the box and Hit 
AUTHORIZE PAYMENT or CANCEL



Receipt to print, then hit COMPLETE



Back in Web Advisor, 
Acknowledgement of receipt of 

payment.  Hit OK



In Student Menu, Select Account 
Summary to check your balance



If you selected E Check as your payment type in 
slide 7, you will see the next slides

Enter Routing 
number, Account 
number and check 
number.  Other info 
comes in from Web 
Advisor if it is 
available.

Check number can be 
any 4 digit number

Hit SUBMIT



Payment acknowledgement in Web 
Advisor

Hit OK



E-mailed payment acknowledgement

• No matter which type of payment you select, 
when you finish the process in Web Advisor 
(clicking OK on the payment 
acknowledgement screen), an e-mail will be 
sent to the e-mail that Web Advisor has for 
you.  If you have a school assigned e-mail 
address, it will go there.  If you have a new e-
mail address, please notify your Registrar or 
your Business Office.



Pay on Payment Plan

• With the exception of the initial screens, the 
Pay on Payment plan works exactly the same 
as Pay on Account.  You should only use Pay 
on Payment Plan if you have signed up for a 
payment plan for the current semester with 
your business office.



The first screen shows your current 
amount due.  

To see payment plan 
schedule.



Payment Plan Schedule is a new window, close 
when finished reviewing.



Change amount to pay, if necessary, then select how 
to pay from drop down menu.  After this the screens 

will be the same as the Pay on Account screens.



Questions?

• Contact your School’s Business Office.
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