
INSTRUCTIONS ON HOW TO SCHEDULE AUTOMATED PAYMENTS FOR  

THE SPRING INSTALLMENTS OF A FULL-YEAR PLAN  

 

[STEP 1] LOG-IN TO THE STUDENT ACCOUNT SUITE AT MANHATTAN.EDU/MYACCOUNT USING YOUR USERNAME AND 

PASSWORD. CLICK ON THE ‘PAYMENTS’ MENU OPTION 

 

[STEP 2] IN THE PAYMENT PLAN INSTALLMENTS SECTION, YOU WILL SEE THE WORD ‘SCHEDULE’ UNDER THE COLUMN 

HEADER ‘ACTION’. CLICK ON ‘SCHEDULE’ FOR THE FIRST INSTALLMENT. 

 

 

 



[STEP 3] IN THE SECTION FOR PAYMENT OPTIONS, THE ‘PAYMENT AMOUNT’ AND ‘PAYMENT DATE’ WILL BE PRE-

POPULATED. IF YOU ARE MAKING THE FIRST INSTALLMENT, THE ‘PAYMENT DATE’ WILL BE LISTED AS TODAY’S DATE SINCE 

THE SCHEDULED DATE WAS 12/9/2016. CLICK ‘CONTINUE’. 

 

[STEP 4] SELECT ‘PAYMENT METHOD’ AND OPTIONS WILL BE ‘NEW ELECTRONIC CHECK (Checking/Savings] *OR* A SAVED 

PAYMENT METHOD. IF YOU HAVE NOT ALREADY SAVED A PAYMENT METHOD, TO MAKE YOUR STEPS OF SCHEDULING YOUR 

2ND - 5TH INSTALLMENTS EASIER, WE RECEOMMEND SAVING YOUR PAYMENT METHOD WITH A NICKNAME (i.e., “Payment 

Plan Checking”, “My Checking”, “Mom’s Savings”) to avoid re-entry of banking details. SELECT ‘CONTINUE’. 

 



 

[STEP 5] YOU WILL AGREE TO THE TERMS AND CONDITIONS WHICH SERVE AS THE FORMAL DEPOSITORY NOTICE TO YOUR 

BANK TO HAVE FUNDS AUTOMATICALLY SCHEDULED. SELECT ‘I AGREE’ AND CLICK ‘SCHEDULE PAYMENT’ 

 
 

 

 

 

 



 

[STEP 6] BACK ON THE ‘PAYMENTS’ MENU, YOU WILL NOW SEE YOUR SCHEDULED PAYMENT UNDER THE ‘PENDING 

PAYMENTS’ SECTION AND SEE THE REMAINING INSTALLMENTS TO BE SCHEDULED UNDER ‘PAYMENT PLAN INSTALLMENTS.’ 

REPEAT STEP 4 TO SCHEDULE YOUR REMAINING PAYMENTS ON THE DUE DATES WHICH WILL PRE-POPULATE.  

 

 


