
 
 

One Time Payment Guide 

1. Login to your account (if you’re locked out of your account, you can use our web 
chat service to unlock it) 

2. Go to the I Would Like to… section of your dashboard and select “Make a 
payment”  

 
 
OR go to the My Plans & Programs section and click the Payment button to 
access your payment screen. 

 

 
 

3. Within the Payments category, you will be able to view your payment history and 
see your current amount due. This dollar amount will automatically be entered 



 
when you begin making a payment, however, you can choose to pay a different 
amount.  
 

4. Select Make a One-Time Payment. 

 
 

5. Select Electronic Funds Transfer. 

 



 
 

6. Complete Electronic Funds Transfer Details. You can only use a Checking 
Account (not Savings) for this payment. 

a. Confirm or Change the Payment Amount. 
b. Enter the Account Holder’s Name. 
c. Enter Routing Number and Account Number. 
d. Verify the Account Number. 

 
 



 
7. Read the Terms & Conditions and select the checkbox if you agree. Submit 

Payment. 

 
 

8. You will receive the below message confirming your payment is complete. 

 


