
Select “Next Installment” in the “I would like to pay...” drop-down section. If everything in the 

“Installment payment” screen is correct, select “Submit Payment” at the bottom of the page.

If you have a payment plan set up and want to pay the next installment, you can 
make a payment from the home screen. 

Select the gear icon and then “Pay” or “Schedule”.

You can also make a payment towards your plan on your home screen where you 
see the payment plan.

MAKING PAYMENTS
How do I make payments on my account online?

First, see PDF entitled “Accessing Your Student Account (balance)” if you don’t know how to get to 
your student account.
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An alternate way to make payment towards the plan is to select the Payment Plan tab and then 

“Pay”, “Schedule”, or “Pay Next Installment”

MAKING PAYMENTS
How do I make payments on my account online?

OPTION
THREE



First, see PDF entitled “Accessing Your Student Account (balance)” if you don’t know how to get to 
your student account.

If your parent or guardian will be making payments on your account, make sure to set them up as an authorized user in 

Student Account Center!

Select “authorized users” on the right-hand side of the Student Account Center home page, then “Add 

Authorized User”

Enter the email address of the user you are authorizing and select continue.
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MAKING PAYMENTS
How do I set up my parent/guardian/employer as an 
authorized user to make payments?



First, see PDF entitled “Accessing Your Student Account (balance)” if you don’t know how to get to 
your student account.

HOW DO I MAKE PAYMENTS ON MY ACCOUNT?

HOW CAN I AVOID BEING CHARGED A CONVENIENCE FEE FOR 
MY PAYMENT?

DO YOU ACCEPT IN-PERSON DEBIT/CREDIT CARD PAYMENTS?

•	 Credit, Debit, Checking, Savings, and International payments can all be made 

in Student Account Center.

•	 Payments are made through Paypath, Trevecca’s third-pary payment service.

•	 A 2.95% “convenience fee” is charged per each transaction with a minimum of 

$3.00. (Trevecca does not receive this). You will also not be able to see it in your 

account transactions since it is charged through PayPath, but it will be visible 

on your personal debit/credit account statements as a spearate charge.

•	 Each payment plan payment you wish to make must be “scheduled” ahead of 

time if you wish to utilize the auto draft feature.

•	 There is not a convenience fee if you choose to pay in-person with debit, cash, 

or check!

•	 You can also mail a check to Trevecca to avoid fees. Please mark on the 

envelope “Attn. Financial Services” and write your student ID number on the 

memo line of the check. (We advise against mailing cash)

•	 You can pay online with an electronic check by entering your bank account 

and routing numbers.

•	 Yes! We accept debit, credit, cash and checks.

MAKING PAYMENTS
In-Person, Credit, and Debit Card Payments



If you don’t have a payment plan or need to make one-time payment you can make a payment by 

selecting the “Make payment” tab

You are brought to the following “Account Payment” screen:

On this screen you can forward date payments and pay towards specifi c balances.

If you see “charges not included in the plan,” these are charges that are not accounted for in your 

current payment plan. This can increase throughout the semester due to miscellaneous charges that 

were added. This includes, but is not limited to payment plan enrollment fees, fi nes, parking tickets, ID 

replacements, bookstore, etc

MAKING PAYMENTS
How do I make payments on my account that aren’t 
included in a payment plan?

CONT.



Follow the prompts to enter your payment information and complete the transaction. If you have any 

questions, email us at fi nancialservices@trevecca.edu or call us at 615-248-1242.

MAKING PAYMENTS
How do I make payments on my account that aren’t 
included in a payment plan?

To make a payment on this screen: Type in the amount you want to pay in one of the boxes on the far 

right of the screen.


