This tutorial guides you through setting up a payment plan from Workday, using the
Campus Commerce system.
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1. Introduction

You will learn how to navigate the system, enter required information, and complete
your payment plan setup. Log into your Workday account via the sso.marymount.edu

site.

2. Open Main Menu

From the main Workday menu, click the MENU icon to access the main navigation
options.
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3. Access Financials Hub

Scroll down and click on the Financials Hub to open the student financial management
section of Workday.

4. Select Make a Payment

Click the Make a Payment button to begin the payment process. This button will be
used if you want to make a one time payment, or, if you want to set up a payment plan.
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5. Confirm Payment Action

Click OK to confirm your intent to make a payment. This will redirect you out of the
Workday platform, to our partner site, Campus Commerce.

6. Switch To Okta Portal

The first time you try to access the payment partners website from within Workday, you
may be asked to reauthenticate using Okta. Enter your Marymount University user
name and password to proceed.
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7. Choose SMS Code Delivery

Click Receive a code via SMS to get your verification code.

8. Enter SMS Code Part

Enter your SMS verification code.
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9. Switch To Campus Commerce
Once authenticated, you will be switched to the Campus Commerce site to continue
making a payment. The first time you use Campus Commerce, you will be asked to set

up your account. Your first and last name will auto populate on the screen. Scroll down
the page to enter your personal address information.

10. Enter email and phone numbers

Scroll down and enter your primary email address and at least one phone number, to
ensure there is contact information.
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11. Click Next Button

Click Next to proceed with creating your account with Campus Commerce. You will not
need to enter this personal information the next time you login.

12. Finale steps to create your new account

Enter a four digit pin or security code as requested. You need to remember this code for
future logins to the payment system. Continue filling out the form, choosing two security
questions and answers. Again, you will need to remember this information for future
logins to the payment system.
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13. Submit Security Information

Click Submit to save your security questions and answers.

14. Start Payment Plan Process

You will now be redirected to the Campus Connect payment portal. This screen displays
your charges for teh semester, in real time. Your total charges can change if new
charges are charge adjustments are made during the payment plan period. To set up a
payment plan, click on the SET UP A PAYMENT PLAN button to proceed.
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15. Proceed To Next Step

Click BEGIN to continue through the payment plan setup steps.

16. Contact Information Screen

This screen will display your demo graphic information. Review your data and move on
to the next step in setting up your payment plan by clicking NEXT.
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17. Amount Due screen

Click This screen will show your amount due. Move to the next step in setting up your
payment plan by clicking NEXT..

18. Enter Payment Plan Selection

On this screen, you'll see the payment plan options currently available to you, along with
your eligibility details. Depending on the time you are setting up your plan, you may see
one or more payment plan options. Each plan will display a Payment Plan Enroliment
fee, which is due immediately when you set up your plan. Review your options, select
the plan you wish to enroll in by clicking Select and then click NEXT to continue.
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19. Confirm Selection

Click OK to confirm your payment plan choice.

20. Select Payment Method

Before you can finalize your payment plan set up, this screen will inform you that there
is a non-refundable payment plan enroliment fee. To move on to the next step in setting
up your payment plan, select OK.
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21. Add New Payment Card
Click -- Add Credit/Debit Card -- to enter on this screen, you will add your payment
method details. You can choose to pay with a debit/credit card or a personal bank

account for a checking or savings account. Choose your preferred payment method
from the drop down list.

22. Proceed To Next Step

In this example, we will add a new bank account as our preferred payment method.
Click Next to continue.
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23. Enter Account details

Enter the required details for your payment method. For this example, we will enter an
account holder name, and account nickname, the account type (checking or savings),
the bank account routing number and the bank account number. Once complete, click
the SAVE button to proceed.

24. Proceed To Next Step

Once you have entered a payment method and saved it on file, you will be returned to
the payment plan payment details page. Choose a payment method from the drop down
list. Click your saved bank account to use it for payment. Then click on the NEXT button
to proceed.
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25. Select Specific Payment Date

The system will allow you to choose your monthly payment date. In this example, we
will choose the first, for our monthly scheduled payment date. Then click the NEXT
button to proceed.

26. Future Payment Schedule

Once you choose your payment schedule date, this screen will display your payment
schedule, including dates and amounts of each payment in your plan. You will see your
first payment date, monthly installment accounts and your final payment date listed. The
schedule is automatically based on when you set up your plan and your total balance
due. Move to the next step in setting your payment plan by clicking on the NEXT button.
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27. Review and Authorize

On this screen, you'll review all the details of your payment plan before authorizing
payments. Take a moment to carefully confirm that all the information is correct,
including your payment plan option, payment method and payment schedule. Once you
have verified everything, read the Terms and Conditions agreement carefully. This
agreement gives Campus Commerce permission to process your payments according
to the schedule you have agreed. To finalize your payment plan, click on the check box
"1 HAVE READ AND ACCEPT THE TERMS AND CONDITIONS OF THIS PAYMENT
PLAN" To complete, click on the Authorize button
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28. Update Financial Account

This next screen will show your agreement number and amount paid today. From here
you can also print the terms and conditions or send and email confirmation. When you
have either printed or sent and email confirmation, click on the DONE button to return to
the main Campus Commerce page.

29. Sign out

Click on the sign out icon, to be returned to the Workday system.

You have successfully completed setting up a payment plan using Campus Commerce.
Verify your payment and plan details in your account dashboard to ensure everything is
processed correctly. For further assistance, contact the Student Accounts department at
saccount@marymount.edu

16|Page



