Student Guide to Navigating the Finances App in Workday

Instructions for Students to navigate the Finances App in Workday to view balances, generate statements, make payments, submit insurance waivers and access the
1098-T tax form.

Log into Workday.

Navigate to the Menu and select Finances. 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

Apps Shortcuts

— MENU < Amherst - NOT show on a statement that is not specific to the term.
B Academics College Your Saved Order

== Academics

Your Top Apps Menu

STATEMENT OF STUDENT ACCOUNT STATEMENT OF STUDENT ACCOUNT

Fi Remit To Remit To:
Inances . Amherst College Amherst College
@ Finances Offce of the Conroller Office of the Gontroller
PO Box 5000 PO Box 5000
Amherst, MA 010025000 Amherst, MA 01002-5000
cugenthame United States of America StodentName United States of America
U;l Helpdesk and Workday Training Statement Date: _| Student ID Statement Date: Student ID
February 10,2023 _| February 10, 2023
[ Past Due: [ Current Semester Balance: | I Pasi Dwe Current Semester Batance: |
| o T | ) | | $40,575.00 | $40,545.00 |
PLEASE MAKE CHECKS PAYABLE TO: Amherst College
PAYMENT TERMS: Due Upon Receipt PLEASE MAKE CHECKS PAYABLE TO: Amherst College
ONLINE PAYMENT: www.amherst.edu/go/payment PAYMENT TERMS: Due Upon Receipt
QUESTIONS: 413.542.2817 ONLINE PAYMENT: www.amherst.eduwgo/payment
studentaccounts@amherst.cdu QUESTIONS: 413.542.2817
. CURRENT PERIOD ACCOUNT ACTIVITY Fall 2022 studentaccounts@amherst.edu
.
My Account: View Statement allows a specific term to be comsen o0 accoo acry
. .. Transacion ~ Due Date  Descripiion Charges Credits
1 11 1 h PDF Date Transacon ~ DueDate Descripion Charges Credits
Sclected 10 view all related activity. ['he [Generate utton Stement Crrges Dato
070082022 08/05/2022 Health Insurance (Waivable) 2759.00 Statement Charges.
b b 07/08/2022  08/05/2022  Room 4.525.00 120062022 01/06/2023 Tuition Insurance (Waivable) 120.00
CI'Ca CS a pI'ln a e VCI'SIOI'I. a emen VleW W 1 Ol’l y 07/082022  08/05/2022  Tuition 31.750.00 1200612022 01/06/2023 Tuition 31,750.00
0708202 08/05/2022 Tuition Insurance (Waivable) 12000 12062022 01062023 Room 452500
h h 1 d b 1 d . 1 07/08/2022  08/05/2022 Transcript Fee 2500 120672022 O1/06/2023 Board 2850.00
t t t l l [ l t 0710812022 08/05/2022 Board 3,850.00 - |
Snow € SCICCIC C alance ctaitls. 071082022 08052022 Student Activities 30000 120672022 0110612023 _ Student Activities 30000
010062023  02/06/2023 Missing Athletic Equipment 4700 ‘ Total Statement Charges $40,545.00 ‘
| Total Statement Charges $43,376.00 | Financial Aid / Payments (Disbursed and Applied)
View Statement 092712022 Financial Aid | Payments (Disbursed and Applied) 4332900
Wire - Flywire ‘ Total Student Payments ‘
[_.EI M y’ Account | Total Student Payments $43329.00]
. . b— Explanation of Terms: Statement Summary Explanation of Terms: Statement Summary
*| s = Pl
Academic Period Search = Past Due: $47.00 Past Due: $40,575.00
\iiew Stater % Past Due: The past due balance consists of all charges past its due date . Past Due: The past due balance consists of all charges past Its due date .
View Statement . regardiess of the academic period it relates to. Current Semestor Balanco: S0 regardiess of the academic period it relates to. Current Semester Balance: A0
() Fall 2022
R - Current Semester Balance: The current semester balance consists of all Current Semester Balance: The curent semester balance consists of il

— OU‘S“:‘i"‘Q 5:5’995 in “d"er iweg' PEF"‘UU This ‘(T;‘FW":'ES past due gharges‘ outstanding charges in the current period. This includes past due charges,
e sllare Aroa (") Spring 2022 current due charges, and future due charges within the same academic current due charges, and future due charges within the same academic
View AC Dellars Account \_J Spring 2022 period the statement was run for. The current term balance does consider period the ot s 1 Tor. THe o torm btimos doee conaider
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 reflected as $0. Once anticipated financial aid and/or
. " balance will be reflected as $0. Once anticipated financial aid and/or
:Emgaﬂlteg‘gia:m:ms are disbursedireceived, a credit bilance will be anticipated payments are disbursed/received, a credit balance will be
- shown at that time.

_ pending financial aid and anticipated payments, If the anticipated financial
() Spring 2023 aid and/or anticipated payments resultin a credit balance, the current term
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Account Activity & Outstanding Charges:

Total Account Balance consists of all
unpaid charges. This includes past due,

Account Activity

63,998.00 16,235.00

current due and future due charges. TR e B
Due Now is the amount currently owed (ot )
and consists of current due charges and all """
charges past their due date.

Outstanding Charges

: 1623500  0.00 | 47,763.00

View Statement- refer to step 3 for :

Current Due Future Due

complete instructions.

Past Due consists of charges that have not been paid and were due in the past.

Current Due consists of charges due within the next 30 days.

Future Due consists of charges due more than 30 days into the future.

Account Activity
( View Statement >

Transaction Summary

0.00 0.00

Total Account Balance Due Now

Due Mow Details

View Details will allow you to see a Transaction Summary of ALL
account transactions regardless of term.

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.

Due Now Details will allow you to see the individual amounts in each category
for Past due, Current due, Anticipated payments and Unapplied payments.

View Statement

Transaction Summary Due Now Details

Criteria  View by: | Select a Field..

v ‘ an11henby:‘Se\eclaFle|d. v | ( Refresh )

I Past Due Charges 2,500.00 I 2ftems et fF] = (o

TP | Academic Period Transaction Date

Due Date Description Amount Due
Current Due Charges 0.00

Spring 2023 01/20/2023 02/20/2023 Financial | Aid Advance - Access Grant 500.00
Anticipated Payments 000

Fall 2022 01/17/2023

) 02/18/2023 Lost/Destroyed IT Equipment 2,000.00
Unapplied Payments 255

Anticipated Payments consist of Financial Aid and sponsor contracts (such

as payment plans) that have not yet been received and/or disbursed to your
account.

Unapplied Payments consist of payments that have not been applied to
charges. Contact studentaccounts@ambherst.edu for further details or to

request a refund if your unapplied amount is due to a payment unrelated to
Financial Aid.



mailto:studentaccounts@amherst.edu
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Payment Links: Make a Payment Through Nelnet will bring you to your Payment Links: Enroll in a Nelnet Payment Plan brings you to Nelnet. Click Set
Nelnet profile. The current balance will be the combined sum of all term Up a Payment Plan and follow the prompts through the “Thank You” screen. Click

balances due. Click the Make a Payment box to proceed. Add an Authorized Party to give delegate access to a parent to create a plan on your
Hello behalf. Hello Norman
[ Payment Links Account Activity View Detais [C Payment Links et oL B W - T T
I Make a Payment Through Nelnet I $qc2m,g],t588alaatg s Make a Payment Through Nelnet $58’94W o g "t‘ll”:\l‘) s
Enroll in Melnet Payment Plan e eyt I Enroll in Nelnet Payment Plan Sl ot g lhine . .el wzz mn -Snrira:;cnum
Deposit Funds to AC Dollars Ztir_rinztgg:arges AM?::;;.\;E Deposit Funds to AC Dollars i ee— —— e —

Check the box for each of the charges to pay and click Next-Payment
Method. This brings you to the screen to enter the credit/debit card* Payment Links: Deposit Funds to AC Dollars will bring you to the GET Funds

(additional fees apply) or checking/savings account (no additional fees). site where you can electronically load funds to your AC Dollar account. Select
the Click here to login link.

[0 Payment Links AC DOLLARS DEPOSITS

Ductoa our system, pl had p y saved. We apologi i i i d iate yo
understanding.

Make A Payment (1) z &

SelectAPayment  Payment Method  Receipt

Select Accounts to Pay

ACCOUNT TERM CURRENT BALANCE PAYMENT AMOUNT Make a Paymen—l Thlough NE'|I1e'.

Weicome to the AC Dollar$ Deposits system (sometimes referred to as GET Funds)

Student Account Balance Spring 2023 $50.00
$ 50.00
Make a Payment to Your Nelnet Payment Plan This system allows students o epost unds it their AC Dolla accouns Using e card orfo E-mall  request orfunds fo el parents, e or famiy,
Parents, riends, or family may also use this system to deposit funds info a students AC DollarS account. (The students last name and 9-cigi ID card number is required.)
Student Account Balance Fall 2022 $35.00
$  Enter Amount (Note that this deposit service is infended only for students and should not be used by faculty or staff)

Make a Pay ment Throu g hFl ywire Login to AC Dollar$ Deposits with your Amherst username and password:

Family and Friends (no login required):
Click Here to Depost ino a Student's AC Dolirs Account

How does AC Dollar$ Deposits work?

Find out more about AC Dollars Deposits here
Cancel

Deposit Funds to AC Dollars
PAYMENT AMOUNT $5000
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Insurance Waivers: Waive/Enroll in Health Insurance Plan will bring you to [T Other Financial Links
the Gallagher Student Health website. Under the Plan Summary box, select
WAIVE to complete a waiver prior to the published deadline. Financial Aid Portal

m ACH Direct Deposit Enroliment for Refunds Through Finexio

Carrier Name: Blue Cross Blue Shield of
Massachusetts Finexio

I Insurance Waivers

Waive/Enroll in Health Insurance Plan

Eligible students are automatically enrolled unless a
Waive Tuition Insurance waiver form is submitted. Select "WAIVE’ to complete
a waiver before the published deadline. Select
‘ENROLL’ to enroll your dependent(s) by the
published deadline.

Other Financial Links: Financial Aid Portal brings you to the Amherst College
Online Financial Aid System where you can submit an aid application or view your

[ award documents and history. For questions on your Financial Aid please contact
finaid@ambherst.edu
Insurance Waivers: Waive Tuition Insurance will bring you to the Amherst
College: Tuition Insurance Waiver Form via Google Forms. This must be Other Financial Links: ACH Direct Deposit Enrollment for Refunds Through Finexio
accessed using your Amherst College student email address. brings up the instructions to add banking information in Finexio so students can
receive refunds faster. Students who do not enter banking information will receive
[ Insurance Waivers Amherst College: Tuition Insurance Waiver Form all refunds via echeck sent to their Amherst email.
Waive/Enroll in Health Insurance Plan i.yvj.?smopeljvn;?r::ismm o sTesareeng stycu o et wantto papete n he oy neance oferedty
— Once e wahe agresmen s b bt yur st accunt tatent il rded et Other Financial Links: Finexio brings you to their main login page. This is a third
M m—— party vendor the College partners with to send non-Payroll related payments such as

This form is automatically collecting emails for Amherst College users. Change settings

refunds and prizes to students.

**IMPORTANT- Unless the waivers are submitted by the posted deadline
on the Student Accounts webpage, you will be enrolled in the plan(s) and
the premium(s) will be due in full.
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(2] Student Account Tax Information
Manage Paperless 1098-T
Print My 1098-T

View My 1098-T

Student Account Tax Information: Manage Paperless 1098-T allows you to
choose NOT to have a paper copy mailed for the tax year. (Complete each
year in January)

Print My 1098-T allows you to print a copy for your records or save a PDF
version to be electronically sent to the person who can claim you as a

dependent.

View My 1098-T lists the box values and explanations.

Workday and Nelnet links and username/ 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.

*  Student 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 student account.
https://www.amherst.edu/offices/controller/student-accounts



https://www.amherst.edu/offices/controller/student-accounts/access-workday-payment-portal
mailto:studentaccounts@amherst.edu
https://www.amherst.edu/offices/controller/student-accounts
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