How to Submit a Payment on SU Pay

Students: Login to SU Pay portal via Workday
E>Go to the Financials Hub I:> Under Suggested Links select SU Pay- Make
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Once on the homepage of SU Pay
I:> Select Make Payment
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This is located in the middle of
the page under Student Account
or on the top banner



I:> Select Add then Continue

# MyAccount= My Profile = Make Payment  Payment Plans  Help -

Account Payment

Lo e ° e

Current Account Balance

Payment Total £0.00

I:> Select the payment method you would like to use
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Credit Card via PayPath:
o Suffolk University accepts VISA, MasterCard, American Express, and Discover
« A 3% convenience fee is assessed on domestic credit card payments
Electronic Check
International Wire via TransferMate



|:> Input your Account Information

Account Payment

Amount Method

Amount: $4.000.00

Method:® Electranic Check (checking/ivingt)
Account Information

* Indicates required fields

You can use any personal checking or savings scoount.
Do ol enter other accounts, such as
cards, home equity, or traveler’s checks,

Do mot enter debit cand mumbers. Instead, enter the complete routing
nurmiber and bank sccount number a2 found on & personal chick.

SACCOUNT Type: Sehect account Type
*Routing number: [Example)
*Bank account number:

*Confirm account number;

COrparate Account murbers, credit

Confirmation Receipt

* Indicates required infarmation

Billing Information

*Name an account:

Once you click continue
the next page will provide
you with an overview of
the payment

"Billing address:

Billing address line twa:

“City:

" Snate: Select State

*Postal Code:

Option to Save
Save this payment method for future use

Save payment method as
{example My Checking)

|:> Accept and Submit the payment

You now successfully submitted a payment and will receive an email
confirmation




