Parent and Third Party Guide to

Navigating the Finances App in Workday

Instructions for Parents and Third Parties to navigate the Finances App in Workday to view balances, generate statements and learn where to make payments.

*IMPORTANT* The student must first complete the steps for
Assigning a Third-Party User to Your Student Account which
will create your Workday username.

Workday and Nelnet links, username and passwords will not be
the same. Please be sure to bookmark this link to access each of
the below options and save your username and password for each
platform.

*  Third Party Workday Login

* Make a One-Time electronic Payment through Nelnet
* Make a payment to your Payment Plan through Nelnet
* Make an International Payment through Flywire

We also recommend you bookmark these instructions for future
use. Should you have any questions we can be reached at
studentaccounts@ambherst.edu 413-542-2811

Visit our website for detailed information and instructions on
many other topics related to your students account.
https://www.amherst.edu/offices/controller/student-accounts

*Make a Payment buttons in Workday are NOT active and will
redirect you to www.amherst.edu/go/payment to choose an
option.

Log into Workday with your new username.

Navigate to the Menu and select Finances for Third Party.

Menu

_ Amherst
— MENU 4 CO“CgC Apps Shortcuts

=8 Academics for Third Party

@ Finances for Third Party

T;M Helpdesk and Workday Training

Tasks: View Student Statement allows a specific term to be selected to view
all related activity. The [Generate PDF ]button creates a printable PDF
version. Statement view will only show the selected term balance details.

View Student Statement as Third Party

I'_.D Ta S kS Student *

Institution * Amherst College
View Student Statement
Academic Period * | Search

Fall 2022

View Account Activity

Spring 2023



https://www.amherst.edu/offices/controller/student-accounts/access-workday-payment-portal
https://www.amherst.edu/system/files/Assigning%2520a%2520Third-Party%2520User.pdf
https://www.amherst.edu/offices/controller/student-accounts/access-workday-payment-portal
mailto:studentaccounts@amherst.edu
https://www.amherst.edu/offices/controller/student-accounts
http://www.amherst.edu/go/payment
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) Amherst College

Prior term balance details must be viewed by running the corresponding term
statement. Prior term past due balances will show in the past due total on both the
related term and the current term statements. Prior term non-past due balances will
NOT show on a statement that is not specific to the term.

How do I determine my balance due ensuring all prior terms
unpaid charges are captured?

Following steps 1-3:

-Click Finances for Third Party

-Click View Account Activity, select Amherst College
-Click Due Now Details (further explanation in step 4)

STATEMENT OF STUDENT ACCOUNT
STATEMENT OF STUDENT ACCOUNT

Remit To
Amherst College Remit To:
Office of the Contraller Amherst College
PO Box 5000 Office of the Coniroller
Amherst, MA 01002-5000 PO Box 5000

Stugent Name United States of America Amberst, MA 01002-5000

Statement Date:_| Student 1D Student Name United S"“e‘s of America

February 10,2023 | AT S Th T l A B l h W
Past Due: ‘Current Semester Balance: EEREIIES | c Ota ccoun t aktance shows Student
$47.00 $47.00 Past Due: Current Semester Balance: .
$40,575.00 $40,545.00 11 d h dl f
a unpal C arges rega’r €SS O Institution Amherst College
PLEASE MAKE CHECKS PAYABLE TO: Amherst College

PAYMENT TERMS: Due Upon Receipt
ONLINE PAYMENT: wyow amherst.edulgolpayment
QUESTIONS: 413.542:2617
studentaccounts@amherst.edu

PLEASE MAKE CHECKS PAYABLE TO: Amherst College
PAYMENT TERMS: Due Upon Receipt

ONLINE PAYMENT: www.amherst.eduw/go/payment
QUESTIONS: 413542 2817

past due or future due status. This
balance includes the due now

Total Account Balance  47,886.32

pending financial aid and anticipated payments. If the anticipated financial
aid and/or anticipated payments result in a credit balance, the current term
balance will be refiected as $0. Once anticipated financial aid and/or

payments are disbursed/received, a credit balance will be
shown at that time_

CURRENT PERIOD ACCOUNT ACTIVITY Fall 2022 studentaccounts@amherst.cdu Due N 12332
CURRENT PERIOD ACCOUNT ACTIVITY Spring 2023 ue Now
Transacfion  DueDate  Description Charges Credits an |Ount.
Date i DueDate  Description Charges Credits
Statement Charges Date .
0700822022 08/05/2022 Health Insurance (Waivable) 2,759.00 Statement Charges View Statement
07/08/2022  08/05/2022  Room 4,525.00 12/06/2022  01/06/2023 Tuition Insurance (Waivable) 120.00
07082022 08/052022 Tuition 31.750.00 12062022 010672023 Tuition 3175000 % . .
070082022 08/052022 Tuiton Insurance (Waivabie) 120.00 12062022 01062023 Room 452500 P ayment Of thls amount Wlll
071082022 08/05/2022 Transcript Fee 2500 12060022 0110672023 Board 385000
g;ﬁgggﬁ g;ggigg 2:‘“;: et 3‘2{5@% 120672022 01/06/2023  Student Activities 300.00 1
ot Actiities th t t d Transaction Summary Due Now Details
e PR e e m | Total Statement Charges S4054500 \ clear tn€ account to zZero due. ¥
‘ Total Statement Charges Sa.37e00 | Financial Aid / Payments (Disbursed and Applied) —
0927/2022 Financial Aid / Payments (Disbursed and Applied) 43,329.00
Wire - Flywire | Total Student Payments. ‘
| o S P EE The Due Now balance shows the
Explanation of Terms: C o) Explanation of Terms: Statement Summary . Past Due Charges 1000
: Past Due: $40,575.00 b d tot 1 f t d d 90.00
‘ | e oue: o ot e e ot o s petis e |PSO slameo combined total of current due an
Past Due: The past due balance consists of all charges past its due date | ¢,y ronc Somostor Balance: $47.00 regardless of the academic period it relates to : —
regardless of the academic period it relates to . e Due C}
. ' 33.32
i Curent Semester Baiance: The curent semestesbaance consist ofall past due charges . Further details urrent Due Charges  33.32
Current Semester Balance: The current semester balance consists of all outstanding charges in the current period. This includes past due charges,
QU(SLal;\ddmg C::Erges n ‘QE' iu”eg( pe;\‘ﬁd‘ This |‘T"‘C|u‘dh9$ past due :narges' current due charges, and future due charges within the same academic
current due charges, and future due charges within the same academic N P
period the statement was run for. The current term balance does consider th h b f d b Anticipated Payments ,
period the statement was run for. The current term balance does consider pending fivancial aid and anticipated payments. If the anticipated financial On e Se C arge S Can e Oun y P i 0.00

aid and/or anticipated payments result in a credit balance, the current term
balance will be reflected as $0. Once anticipated financial aid and/or

ipated payments are eived, a credit balance will be
shown at that time.

clicking the blue text.
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Helpful Hint: Clicking on items in BLUE text will create a popup box listing all individual charges that make up the total amount allowing you to drill deeper.

Tasks: View Account Activity will allow you to see a Transaction Due Now Details will allow you to see the individual amounts in each category for
Summary of ALL account transactions regardless of term. Past due, Current due and Anticipated payments.

Student

Institution Amherst College

I_'D TaSkS Total Account Balance  47,886.32
Vi Student Stat Due Now 193.32 Transaction Summary Due Now Details %
ewW Sstudent statement :
Criteria View by: | Select a Field... v ‘ and then by: ‘Se\ec(aField. v ‘ < Refresh )
I View Account Activity I 1item Bk fF = 1l
Past Due Charges 40,575.00 Academic Period Transaction Date Due Date Description Amount Due
I Current Due Charges 47.00 I [ —— Fall 2022 01/16/2023 02/18/2023 Missing Athletic Equipment 47.00
Transaction Summary Due Now Details y
Anticipated Payments 000
Total Account Balance consists of all unpaid charges. This Past Due consists of charges that have not been paid and were due in the past.

includes past due, current due and future due charges.

_ _ Current Due consists of charges due within the next 30 days
Due Now is the amount currently owed and consists of current

due charges and all charges past their due date. Anticipated Payments consist of Financial Aid and sponsor contracts (such as
_ _ . _ . payment plans) that have not yet been received and/or disbursed to the students
Make a Payment in Workday is NOT active and will redirect account

you to www.amherst.edu/go/payment to choose an option.

View Statement- refer to step 3 for complete instructions.


http://www.amherst.edu/go/payment
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Payment Links: Make a Payment Through Nelnet will bring you to the Payment Links: Make a Payment Through Flywire will bring you to Flywire

Nelnet ONE TIME payment form to make an electronic payment. where international wire payments can be made.

Choose the term from the drop down that you are making a payment for. O Payment Links @ st
[} Payment Links Collegézst o Make a Payment Through Nelnet

Ambherst Online Payment Portal
Make a Payment Through Nelnet

Make a Payment to Your Nelnet Payment Plan Your payment

The payment will come from Amherst College receives

Make a Payment to Your Nelnet Payment Plan
I Make a Payment Through Flywire

Make a Payment Through Flywire )
Deposit Funds to AC Dollars

Deposit Funds to AC Dollars

=3
Payment Links: Make a Payment to Your iv elnet P “yme”fk Plan will Payment Links: Deposit Funds to AC Dollars will bring you to the GET Funds
bring you to the Authorized Party Portal. IMPO_RTANT Th? site where you can electronically load funds to the students AC Dollar account.
student must first complete the steps for Assigning an Authorized Third parties will choose the Family and Friends link.

User (Third Party) to Your Nelnet Account which will create your

Nelnet username. ‘
[C} Payment Links AC DOLLARS DEPOSITS

- Amherst © sl ©
& Payment Links College
Make a Pay ment Throu g h Melnet :::::;::‘::« update to our system, please re-enter any dit card that you . We apologi and appreciate your
AmherSt Couege Welcome to the AC Dollar$ Deposits system (sometimes refemed to as GET Funds).
Make a Payment Through Nelnet You vl need 1o g0 o view acaionldtals aboutyouraccount
Make a Pay ment to Your Nelnet PEI‘,"IT‘ ent Plan This system alloy s to deposit funds into their AC Dollar$ acc a credit card or to E-mail a request for funds to their parents, friends or family.
VIUST first set them up a5 an Authorized v ount. (1ne SiugGents iast Name and $-Igi 1L Card number i fequired.)
Make a Payment to Your Nelnet Payment Plan ihe student, e student MUST set up
er . (Note that this deposit service is intended only for students and should not be sed by faculty or staff )
Make a Pay ment Throu 9 hFl ywire Login to AC Dollar$ Deposits with your Amherst username and password:
. Sign Into Workday Student ick here to login
Make a Payment Through Flywire ceemen ] )
Authorized Party Instructions: Deposit Funds to AC Dollars Family and Friends (no login required):
Sign in to the Authorized Party Portal. I Click Here to Deposit into a Student's AC Dollars Account
How does AC Dollar$ Deposits work?

Deposit Funds to AC Dollars
Sign In o the Authorized Party Portal
Find out more about AC Dollrs Deposts here



https://www.amherst.edu/system/files/Assigning%2520an%2520Authorized%2520User%2520%2528Third%2520%25E2%2580%2593%2520Party%2529%2520to%2520Nelnet%2520Account_0.pdf
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