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1) Go to MyWITC.  Click on the Sign In tile.  
 

 
 

2) Enter your Student ID and Password.  Click on Sign In. 
 

 
 

3) The Student Homepage will display, click on the eAccount Management tile. 
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You will be redirected to WITC’s eAccount Management secure website (make sure the pop-up 
blocker is turned off on your computers internet settings) 

 
4) Log into WITC eAccount Management (use your same Student ID and Password as MyWITC) 

 

 
 

5) Once logged in, on the Home Page you are able to enroll in a Payment Plan by one of two options: 
A) in the Student Account section, click on the Enroll in Payment Plan radio button, or 
B) along the top of your screen in the toolbar, click on Payment Plans and then click on the Enroll 

Now radio button.  
 
Option A: click on Enroll in Payment Plan 

 
 
Option B: click on Payment Plans on the top toolbar and then Enroll Now 
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6) Click on the drop-down for Select Term to view available plans.  Select the appropriate term and click 
on Select.  Note: If the term you are looking for is not in the drop-down, either the payment plan 
enrollment period is not open yet or it is closed.   

 

 
 
7) Under Plan Name, click on Details to view the details of the Payment Plan.  Click on the Select radio 

button from either Details or under Action of the Plan Name (screen print below) to continue with 
payment plan enrollment. 
 

 
 
8) Review the Payment Plan Enrollment information for Plan Description, Eligible Charges and Credits 

and Payment Schedule. Under Plan Description, click on the Show More to see the whole 
description. 
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9) Under Set up Automatic Payments, would you like to set up payments to be made automatically on 
the dates shown above?  Select Yes to schedule your payments to automatically be made on each due 
date or No to come back and make each payment on or before the due date.  Note: for how to set up 
automatic payments see #16 (Electronic Checking/Savings) or #19 (Credit or Debit Card).   
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A) For this example, the selection is “No, I don’t want to set up payments.  I will come back and 
make each payment on or before the due date.”  Click on Continue. 

 
 

10) Read the Payment Plan Agreement.  Use the scroll bar on the right if needed to see the whole 
Agreement.  If you agree to the terms and conditions, click the “I agree to the terms and 
conditions” check box and click the Continue button.  Note: there are additional radio buttons to 
“Print Plan Amounts, Print Agreement, Back, Cancel or Continue. 
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11) Please wait while the system is processing 
 

 
 
12) When you are successfully enrolled in the payment plan, you will see the message Your enrollment 

in (name of plan) was processed successfully.  The details of your payment plan will display in the 
box below.  There are options to View Agreement, Pay off Plan or Pay Next Installment by clicking 
on the appropriate radio button.  
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13) The Plan History tab will show past and/or current payment plan enrollments.  Under the Action 
icon, the options are Show Details, View Agreement or Print Agreement. 
 

 
 

14) Click on the Home icon in the toolbar at the top of the screen to the left of “My Account”. 
 

 
 
15) The Payment Plans section will show current payment plan enrollment.   
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HOW TO SETUP AUTOMATIC PAYMENTS WITH ELECTRONIC CHECK (CHECKING/SAVINGS)  
 

16) Under Set up Automatic Payments, would you like to set up payment to be made automatically on 
the dates shown above?  Select Yes to schedule your payments to automatically be made on each 
due date or No to come back and make each payment on or before the due date. 

 
A) For this example, the selection is “Yes, I want to set up my payments.  Let me choose the 

payment method that will automatically be used to make a payment on each due date”.  
Click on Continue. 

   

 



HOW TO SIGN UP FOR A PAYMENT PLAN AND 
SCHEDULE AUTOMATIC PAYMENTS 

 
 
 

Page 10 of 17 Updated April 2020  

17) Read the Payment Plan Enrollment.  At the bottom of the screen, review the payment options.  
Under Method, select Electronic Check (Checking/Savings).  Click on Continue.    

  

 
 

 
18) Enter information in required fields (*).  Enter a name for your payment method in “Save payment 

method as”.  If you would like to use this account for Electronic Refunds, or eRefund, under Refund 
Options, click on the link for “Security Settings”.  You must enroll in Two-Step Verification to save 
this as a Refund Method.  Click Continue to proceed to the agreement page (Step 23). 
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HOW TO SETUP AUTOMATIC PAYMENTS WITH CREDIT OR DEBIT CARD 
 

19) Under Set up Automatic Payments, would you like to set up payment to be made automatically on 
the dates shown above?  Select Yes to schedule your payments to automatically be made on each 
due date or No to come back and make each payment on or before the due date. 

 
A) For this example, the selection is “Yes, I want to set up my payments.  Let me choose the 

payment method that will automatically be used to make a payment on each due date”.  
Click on Continue.  

 



HOW TO SIGN UP FOR A PAYMENT PLAN AND 
SCHEDULE AUTOMATIC PAYMENTS 

 
 
 

Page 12 of 17 Updated April 2020  

  
 
20) Read the Payment Plan Enrollment.  At the bottom of the screen, review the payment options.  

Under Method, select Credit or Debit Card.  Click on Continue. 
 

 
 

21) Enter the Card Number in the required field (*).  Click on Continue.     
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22) Enter information in required fields (*).  Enter a name for your payment method in *Save payment 
method as.  Click Continue to proceed to the agreement page. 

 

 
 
 

23) Read the Payment Plan Agreement.  Use the scroll bar on the right if needed to see the whole 
Agreement.  If you agree to the terms and conditions, click the I agree to the terms and conditions 
check box and click the Continue button. 
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24) Please wait while the system is processing 
 

 
 
 

25) When you are successfully enrolled in the payment plan, you will see the message Your enrollment 
in (name of plan) was processed successfully.  The details of your payment plan will display in the 
box below.  There are options to View Agreement, Pay off Plan, Update all methods or Pay Next 
Installment by clicking on the appropriate radio button.    
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26) The Plan History tab will show past and/or current payment plan enrollments.  Under the Action 
icon, the options are Show Details, View Agreement or Print Agreement. 

 

 
 

27) Click on the Home icon in the toolbar at the top of the screen to the left of “My Account”. 
 

 
 
28) The Payment Plans section will show current payment plan enrollment.  The Scheduled Payments 

section will show the details of the payment plan, due dates, payment method for scheduled payment 
and amount of installment.   
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