
 

 

How to Enroll in a Payment Plan 
Purpose: CMC offers payment plan options to allow students 
to pay their tuition and fees in installments throughout the 

term.  

Please note that with our conversion to the new system, previously saved Payment 
Methods and Authorized Users are no longer in your profile and will need to be re-
added if desired. 
 

1. Begin by logging into Basecamp, then selecting WorkDay 
 

 
2. Once in WorkDay, you will navigate to the Student > Finance dashboard 

 

 
 

 



 

 

 
3. When you are in the Student Finance dashboard, you will use the Student 

Financials Helpful Links to the right to navigate to TouchNet to Enroll/Manage 
Payment Plans. 

 
4. Once in the Payment Plan system, you will select Enroll in Payment Plan 

 
5. You will then select the appropriate eligible term from the drop down 

 
6. You will then see available payment plans.  You can click the details buttons 

on each to see a description, installment due dates, installment amounts, and 
if any/how much down payment is due upon enrollment. 

 
 

7. Once you find the payment plan that fits your needs, you will choose select.  
This will bring you to a summary, showing your installment schedule and 



 

 

amounts, the amount due for enrollment, as well as give you the option to pay 
any additional down payment you’d like.  If you choose to add an optional 
down payment amount, you will need to choose Update Schedule after 
entering the amount so that it properly reflects in your installments and due 
now amounts. 
 

 
8. After selecting Continue, you will enter your payment information.  If you have 

saved payment methods in your Payment Profile, they will show in the drop 
down, or you can add new methods.  You can pay using a debit or credit card 
(Visa, Mastercard, Discover, or American Express), an Electronic Check (using 
your routing and account number for a checking or savings account), or for 
international students using a bank wire through Convera.  The amount shown 
on this screen should match the Total Due Now from the prior page from your 
Payment Plan Set up Fee an any required and/or optional down payment.  The 



 

 

payment method used in this step will be the same payment method that 
your future installments will charge unless you change it (reference the 
‘Changing your Payment Method’ how to). 
 

 
 

9. The last screen is your final review of your payment plan enrollment.  It 
summarizes the amount of tuition and fees that are being included/covered in 
your payment plan, your payment plan set up fee, your installment amounts 
and due dates, and the plan agreement disclosures.  By checking the box at 
the bottom, you are agreeing to these terms, then you can select Continue to 
process your payment and your enrollment. 



 

 

 
10. Once you check the box to agree, you can submit your plan and your receipt 

from your confirmation will appear for printing if you’d like.  You can then 
select the home button in the top left corner to go to your home summary 
screen, which shows you your payment plan, your future installments, the 
payment method they are assigned to and your due date.   

 
11. Once you are enrolled in your plan... 



 

 

a. If you’d like, you can use the gear wheels to the right of the installments 
to edit them, allowing you to change the payment method attached.  
See the Payment Plans – Updating Payment Method document for 
additional details. 

 
b. If you ever miss an installment payment for any reason, or if you would 

like to pay your installment early for the month, you can come select 
Pay Next Installment to pay the installment payment without 
inadvertently adjusting your payment plan in other ways.  See the 
Payment Plan – Missed Installments or Future Payments document for 
additional details. 

 




