
DELEGATED ACCESS
Making a Payment Guide

STEP 1: The delegate will click on the Delegated 
Access tile using their login.

STEP 2: The delegate will click on the 
Student’s Financial Info tile.

STEP 3: The delegate will click on the 
student’s name.

STEP 4: The delegate will fill out the digital 
signature box, agree to the terms and 
conditions, and then click on Make a 
Payment. Please note, if the delegate has 
access to more than one student, the delegate 
can click Change to choose another student.
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STEP 5: Next, the delegate will fill in the payment 
amount, check the box to accept the terms and 
conditions, then click Submit button.

STEP 6: Then, enter payment information and 
click Continue.

STEP 7: Verify all information is correct and then 
click Confirm.
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STEP 8: The delegate will see the payment 
confirmation information for their records.


